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The following information has been outlined to identify for any centralized CAREWare users within the
Phoenix EMA the policies and procedures to be used for entering data within the system. It is fully
understood that the various fields affect the ability for each provider to communicate properly with
clients, to have the ability to maintain an unduplicated client database, to produce the HIV/AIDS Ryan
White Data Report (RDR) and the Ryan White Service Report (RSR) and to allow the Part A Office to
provide aggregated reporting necessary for Grant Management and for the Planning Council. In
addition, the data that is entered must comply with standard definitions by either HRSA, state
authorities, grantee contracts and policies and procedures. Definitions and information that are available
from a HRSA and/or a grantee based policy document will be incorporated into this document.

General Data Entry Policies

1. Capitalization - All fields are to be entered in an upper/lower case format. The first initial of
formal names are to be capitalized unless another format is deemed necessary.

2. Unknown/Unreported — Never change known info to unknown/unreported if valid data exists

3. If you see valid data along with unknown data, please remove the unknown data

Client Demographic Tab

AAAAdministrative, 2Testing Testing

Merge
Clignt

Service' AnnuaIHeviewl Encounters' Heferrals' HIY C&Tl Helationsl Elig Cuztom Data| CentralEIigibiIit_l,l' Eligibility Application | Eligi_4 | L

Find List | Mew Search

Appaintments [rders | Farmz Change Log Client Repart Delete Clisnt Close

First M arne: Middle M ame: —Ethricity
|ZTesting |Testing % Hispanic = Non-Hizpahic © Unkpown
Last Mame: Date of Birth: —=
[adaddministiative [1271071380 >~ Eat? : Y
; ™ white r Amerncan Indian or ™ Otk
Gender: Client URM: Enciypted URM: Alazka Mative o
- Black or &frican
b al ZEAMTZ106010 dy2Hwhois ;
I 2 j I _l I : = L AmErican ¥ Mative Hawalian or Other [~ |Jpknown
Encrypted UCI: Pacific |zlander
|BCD?5D25ADFBF1 1BFDADYEST14000804FEEE4C230 e Asian
Client 10 Address: City: Ciamimiem Heles I e Caze MNotes
Iadmln TESTING LANE IPhoenlx Testing eligibility address ;I
State: Zip Code:
[Florida = ||s5003
County: FPhone Mumber: - elils &
[Baker I |CEESRRARA label report B
-
HIV Status: [HIV-positive [not A1DS) = HveDas [15200 <] Ewr T DS Datel ] er
HIY Risk Factars

v Male wha has sex with male(s) ¥ Hetemozexual contact ¥ Receipt of transfusion of blood, blood components, or tissue

¥ Injecting Drug Use ¥ Perinatal Transmission [~ Other, specify:

¥ Hemophiia/coagulation disorder ¥ Undetermined/unknown, Risk not reported or identified
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Key Fields

The primary fields used to produce an unduplicated client database within
CAREWare are: First name, Last Name, Date of Birth and Gender.

Name Fields
The client’s formal name is to be entered in the first, middle and last name fields.
Notes:
e Spelling of the name is to follow the legal format
o EX, TeKampe (capitalization of other letters)
o Ex, O’Connor (use the appropriate capitalization and use of characters)
o EXx, De La Cruz (use appropriate spacing of name as well)
e Seek clarity of names by verifying with an 1D or legal documents
e The critical fields are the first and last name
e Nicknames/aliases are to be placed in the memo field, see memo field instructions

Date of Birth

The client’s true date of birth, record it from an id card if needed for verification.
Notes:
e The use of estimated birthdates is not allowed
e If you do not have the birth date you will not be able to enter the client into CAREWare

Gender

The client’s self reported gender they identify as.
Notes:
e This is a self reported field
e Unknowns are unacceptable, Must have this information

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report - Page 13
25. Gender of clients

Report the actual unduplicated numbers of male, female, and transgender clients (this item should be
based on the self-report of the client), and the number of clients for whom gender is unknown or
unreported. Include infants under the age of 2 whose HIV status is indeterminate in the HIV-
positive/indeterminate column. Do not include any anonymous clients in these counts.

Transgender is an individual whose gender identity is not congruent with his or her biological
gender, regardless of the status of surgical and hormonal gender reassignment processes.
Sometimes the term is used as an umbrella term encompassing transsexuals, transvestites, cross-
dressers, and others. The term transgender refers to a continuum of gender expressions, identities,
and roles, which expand the current dominant cultural values of what it means to be male or female.

Client URN and Encrypted URN

These are calculated fields and the URN can be modified to accommodate multiple clients with the same
URN and the encrypted URN is an encrypted value for the URN.
Notes:
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First and Third Initials of First name

First and Third Initials of Last name

Date of Birth

Gender — 1 = male, 2=female, 3=transgender, 9=unknown/unreported
Unique character

Encrypted UCI
This is a calculated field used for the Ryan White Program Service client level report.

Ethnicity/Race

Indicate if the client is Hispanic or not and then indicate what race(s) the client identifies themselves as
Notes:

This is a required field, unknown/unreported is not valid

This is a self report field

If a client is marked as Hispanic, you do not need to check a race field

A client that has an unknown Ethnicity and no Race checked will report as unknown/unreported

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report Page 13-14
27. Race/Ethnicity of clients

Based on the client’s self-report, report the number of unduplicated clients by race and ethnicity,
Hispanic (27a) or non-Hispanic (27b).

If clients report race, but not ethnicity, report them in the appropriate race category in the non-Hispanic
table (27b). Similarly, if clients report their ethnicity as Hispanic, but do not report race, report them in
the “Not reported” race category in the Hispanic table (27a). Clients who report neither race nor
ethnicity should be included in the “Not reported” race category and in the non-Hispanic table (27b). Do
not include any anonymous clients in these counts. All clients who identify with more than one race
should be included in the “More than one race” category and in either the Hispanic (27a) or non-
Hispanic (27b) table.

2009 Instructions for the Ryan White HIV/AIDS Program Data Report 13

The following racial category descriptions, defined in October 1997, are required for all Federal
reporting, as mandated by the Office of Management and Budget. For more information go to:

http://www.whitehouse.gov/omb/fedreg/1997standards.html).

Race and ethnicity categories:

American Indian or Alaska Native is an individual having origins in any of the original peoples of North
and South America (including Central America), and who maintains tribal affiliation or community
attachment.

Asian is an individual having origins in any of the original peoples of the Far East, Southeast Asia, or
the Indian subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietnam.
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Black or African American is an individual having origins in any of the black racial groups of Africa.

Native Hawaiian or Other Pacific Islander is an individual having origins in any of the original peoples
of Hawaii, Guam, Samoa, or other Pacific Islands.

White is an individual having origins in any of the original peoples of Europe, the Middle East,
or North Africa.

More than one race is an individual who identifies with more than one race.
Not reported is an individual who did not self-report either race or ethnicity.

Hispanic (or Latino) is an individual of Cuban, Mexican, Puerto Rican, South or Central American, or
other Spanish culture or origin, regardless of race.

a. Hispanic clients
Report the number of unduplicated Hispanic clients by race.
b. Non-Hispanic clients

Report the number of unduplicated non-Hispanic clients by race.

HRSA CAREWare User Manual 7/16/2006

For HRSA CADR reporting purposes, Race/Ethnicity needs to be entered for each client. This is self-
selected by clients, and your intake forms should reflect these categories.

Many Hispanic clients self-select Hispanic as their ethnicity and do not specify a race. CAREWare will
no longer consider this as missing data for CADR purposes. However, if a non-Hispanic client’s race is
not specified, it will be considered missing data for that individual.

Client ID
Not Shared

This is a provider specific field that is used to identify clients between multiple systems. Each agency
will determine the use of this field.

Address Fields
Address, City, State, Zip, Include on Label Report

These fields indicate the client’s mailing address. The data is to be entered following the USPS
guidelines for bulk mail.
Notes:
e Ifaclient has a different eligibility address you will need to record the eligibility address in the
memo field, see memo field instructions
e State Field is a drop down list, which is used to build the County Field
o If the client homeless and does not have a mailing address, enter Homeless in the street address
line
e Include on Label Report
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o Will allow you from within CAREWare to run the mailing labels report
o Isnot shared

Zip code Field

Due to the new Ryan White Services Report this field is required to be entered even for clients who are
considered homeless. Please use either the guidelines above for Address fields and/or enter a zip code
that is in the area the client’s eligibility has been determined, even if homeless.

County

This field indicates the county in which their eligibility address is.
Notes:
e [f'the client’s mailing address and eligibility addresses calculate different County’s use the
county that matches the eligibility address
e This is not a mailing address field, this is an eligibility field

Phone Number

This field contains the primary phone number the client has provided to be contacted on. There are
additional custom fields that indicate if leaving messages are ok and an additional phone number. These
fields are found on the client Information Form.

Memo Field

This field is to be used only for showing a client’s aka/aliases and/or eligibility address information
Notes:
e Recording AKA/Aliases/Nicknames
o Click into the Memo Field and go to the beginning of the field
= Type AKA:
= Immediately following AKA: enter the additional names the client goes by
¢ Recording Eligibility Address Information
o Click into the Memo Field and go to the area below the AKA info (if applicable,
otherwise you would start at the beginning of the field)
= Type Eligibility Address:
= On the next line enter the street address
= On the next line enter the City State Zip
o If aclient is homeless with a mailing address, indicate in the memo field as homeless
e This is the format for this field
Any additional information will need to be stored in the Case Notes or in custom fields
e New Eligibility Application custom fields are found on the Client Information Form

HIV Status and Diagnosis Dates

This field is to indicate the current HIV Status of a client and the date(s) that the client was originally
diagnosed with the either HIV or AIDS
Notes:
e Once a client has been diagnosed as AIDS, they must be reported as AIDS
o The status may change from HIV to AIDS
o The status can not change from AIDS back to HIV

Page 8 of 62
Revised 03-2009



Ryan White Part A Program
Centralized CAREWare Policies and Procedures

e The Date fields will become active depending on the HIV Status that is selected
o Using an estimated date here is fine
o Be sure to ask the client for the earliest date they were diagnosed

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report Page 16
31. HIV/AIDS status

Report the total number of clients by their HIVV/AIDS status at the end of the reporting period.

HIV-positive, not AIDS clients have tested positive for and been diagnosed with HIV, but have not advanced
to AIDS.

HIV-positive, AIDS status unknown clients have tested positive for and been diagnosed with HIV. It is
unknown whether or not the client has advanced to AIDS.

CDC-defined AIDS clients are HIV-infected individuals who meets the CDC AIDS case definition for an
adult or child.

HIV-indeterminate (infants only) clients are children under age 2 whose HIV status is not yet determined but
was born to an HIV-infected mother.
HIV-negative (affected) clients have tested negative for HIV; are an affected partner or family member
of an individual who is HIV-positive; and have received at least one RWHAP-funded support service
during the reporting period.
Unknown (affected) indicates a client who is not an infant and whose HIVV/AIDS status is unknown or
was not reported.

NOTE: Once a client has been diagnosed with AIDS, he or she is always counted in the CDC-defined AIDS

category regardless of changes in CD4 counts. For additional information, see:

http://www.cdc.gov/ncphi/disss/nndss/casedef/aidscurrent.htm.

HIV Risk Factor

This field is to indicate the factor that places the client at risk for disease.
Notes:

e Based upon client’s self report

e This is a required field

e Check all that apply

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report Page 23
44, HIV exposure category

Report the number of unduplicated clients in each of the HIV exposure categories.

Clients with more than one reported mode of exposure to HIV are counted in the exposure category listed
first in the hierarchy, except for males with a history of both sex with men and injection drug use. They are
counted in a separate category.

Men who have sex with men (MSM) cases include men who report sexual contact with other men (i.e.,
homosexual contact) and men who report sexual contact with both men and women (i.e., bisexual contact).
Injection drug user (IDU) cases include clients who report use of drugs intravenously or through skin-
popping.

MSM and IDU cases include men who report sexual contact with men and use of drugs intravenously or
through skin-popping.

Hemophilia/coagulation disorder cases include clients with delayed clotting of the blood.
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Heterosexual contact cases include clients who report specific heterosexual contact with an individual with,
or at increased risk for, HIV infection (e.g., an injection drug user).

Receipt of transfusion of blood, blood components, or tissue cases include transmission through receipt of
infected blood or tissue products given for medical care.

Mother with/at risk for HIV infection (perinatal transmission) cases include transmission from mother to
child during pregnancy. This category is exclusively for infants and children infected by mothers who are
HIV-positive or at risk.

Other indicates the client’s exposure category is known, but not listed above.

Undetermined/unknown, risk not reported or identified indicates the client’s exposure category is unknown
or not reported for data collection.

Service Tab

AAAAdministrative, ZTesting Testing

Merge
Client

Demographics  Service |Annual Fleviewl Encountersl Fleferralsl HIV C&T I Flelationsl Elig Custam Datal Central Eligibilityl Eligibility Application I Eligi_4 I L4

Appointments [rders Farms Change Log Client Report Delete Client Find List Mew Search Cloze

Year Wital Status: Deceased Date:  Eril Status: Erul Drate: Case Closed:

jeoio |faive =l |[ctive Fl[1z20ms | =l
Add/Edit Service Details
Date: Service Mame: Contract: Units: ~ Price: Cost:
| =l i ] 4] |

Search Criteria; I Column: I vl Amount Feceived | Save | Laticel | Frifit |

Drate: | Service Mame: | Contract: | Lnits: | Total: | Feceived: | Frovider: | CE - Provid... I C

01172010 CE Residency Change Central E figibility 1 $0.00 $0.00 Ad Central ...

01/068/2010  CE Mew Client Packet Processed Central Eligibility 1 $0.00 $0.00 A Central ...
m/01/2010  DataEntry Ma Funding 1 $0.00 A Central ... J
L« | i
Semvice Sharng PBreview Services Mew Service Edit Service | Delete Service |

This drop down list selects the year in which you are looking to review and/or enter data for. By default
the system will use the current system date as the year that initially shows.

Vital Status
This field indicates if the client is alive/deceased/unknown
Notes:
e Should be used to indicate alive or deceased
e Unknown should not be used
o Please use this field carefully as the client will show up as deceased on all providers.

Deceased Date
This field indicates the date a client was deceased.
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Notes:
o Enter the best date you know of the client’s death

Enroll Status
Not Shared

This field indicates the client’s status within a provider

Notes:
e Choices are
o Active
o Inactive/Case Closed
o Unknown

e This field is used on both the RDR and RSR reporting to determine if a client is new and/or
continuing in the program. The client should be marked as Inactive/Case Closed if the client
does not receive any services from the provider due to lost to follow up, case closed and no
services will be provided due to client moving etc. This should not be used for internal processes
or definitions.

Enroll Date
Not Shared

This field indicates the date a client was first enrolled with this provider
Notes:
e This should reflect the 1* date a client was seen by this provider
¢ No services can be entered before this date

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report Page 23
32. Vital/enrollment status categories

Report the number of clients with each vital/ enrollment status at the end of the reporting period.

Active client, new to the program is an individual whose first point of contact with the program occurred
during this reporting period.

Active client, continuing in program is an individual who was a client when the period started and continued
in the program.

Deceased clients have died sometime during this reporting period.

Inactive includes, for example, clients who have moved or were lost to follow-up.

Unknown/unreported indicates that the vital/enrollment status is unknown or not reported.

Case Closed Date
Not Shared

This field indicates the date a client was closed with this provider
Notes:
e This will disable you from entering services past the date entered

HRSA CAREWare User Manual 7/16/2006
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Services may be entered after a deceased date (for example, when some case management is
performed) but not after a case closed date and not before the enroliment date

Annual Tab

In order to view the annual tab you must have at least one service entry posted for the year you want to
view.

AAMAAdministrative, ZTesting Testing

tderge
Client

Demographicsl Service  Annual Review IEncounlersI Haferralsl HIY C&TI Ha\ationsl Elig Custam Datal CenlraIEIigibiIilyI Eligibility 2pplication | Eligi 4 I ’I

Annual ‘rear |2U1 o hd

Annual I Custam Annual | Quarter 1 [Jan. - Mar.]l Quarter 2 [&pr. -Jun.]I Guarter 3 [Jul. - Sep.] | Quarter 4 [Oct. - Dec.]l

Appointments [rdlers Forms: Change Log Client Report Delete Client Find List Mew Search Cloze

. Part C
:nm‘ary [hsiiogcs Referred outside of E15:
I o Insurance vl I ﬂ
Other Insurance: Housshold Incame: E=perimental refemral within E15:
-
™ Private ¥ Nolnsurance |$4B,UUU.UU I J
W Medicae ¥ Other Household Size: ‘was client counseled about HIY
|2— transmission risks?
¥ Medicaid ¥ Unknown I j
Paverty Level: o
) Other ~ ‘wha counseled about transmission
[™ Other Public Irsrance I |323 0% risks?
| =
Primary HIV Medical Care: *Because this version of Wag client screened for mental health?
IHospitaI outpatient center vI CAREWare does not contain the
poverty level calculation for 20710, I j
HousingdLiving Arangement: ?ETCTIDE?D":?:EL?:S'Laszlg il the ‘Was client screened far substance abuse?
ISlﬂhl'?-”’:"3”“5”‘3"1l 'l poverty level calculations for the I j
current vear are available

Primary Source of Medical Insurance

This field is to indicate what the client’s primary source is for medical Insurance.
Notes:

e Medical Providers this is based upon Third Party Reimbursements
o This should be the primary insurance at the end of the reporting period or the most recent
data available
o Other providers, based upon client’s self report
e This is a required field

Other Sources of Medical Insurance

This field is to indicate all of the medical Insurances the client had available for funding during the
calendar year. This field will update automatically as the primary insurance field is changed. le, the
client initially has no insurance and then begins to receive Medicaid 5 months later. The primary source
of insurance field is updated with the new Medicaid as primary and this field will reflect No insurance.
Notes: Updating of this field should occur automatically as the client changes available insurance
programs.

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report Page 15-16
30. Primary source of medical insurance
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Report the number of clients receiving each type of medical insurance at the end of the reporting period,
or the most recent data available for the reporting period.

Select only one form of insurance for each client. Report the medical insurance that provides the most
reimbursement if a client has more than one source of insurance at the end of the reporting period. If a
client’s only means of covering the costs of services is Ryan White HIV/AIDS Program funds, report the
client in the “no insurance” category. Include infants under the age of 2 whose HIV status is indeterminate in
the HIV-positive/indeterminate column. Do not include any anonymous clients in these counts.

Private includes health insurance plans such as BlueCross/BlueShield, Kaiser Permanente, and Aetna.

Medicare is a health insurance program for people ages 65 years and older, people with disabilities under age

65, and people with End-Stage Renal Disease (permanent kidney failure treated with dialysis or a transplant).

Medicaid is a jointly funded, Federal-State health insurance program for people with low incomes.

Other public includes other Federal, State, and/or local government programs providing a broad set of
benefits for eligible individuals. Examples include State-funded insurance plans, military health care
(Tricare), State Children’s Insurance Program (SCHIP), Indian Health Services, and Veterans Health
Administration.

No insurance indicates that the client did not have insurance to cover the cost of services at any time during
the reporting period, the client self-pays, or services are covered by RWHAP funds.

Other indicates that the client has an insurance type other than those listed above.

Unknown/unreported indicates that the primary source of medical insurance is unknown and not
documented.

Primary HIV Medical Care

This field is to indicate what the client’s primary method is for Primary HIV Medical Care
Notes:
e Medical Providers this is based what your institution is categorized as
o Other providers, based upon client’s self report
e This is a required field

Annual Household Income/Size

These fields are used for poverty level calculations
Notes:
e These fields are to be based upon income eligibility documents received at intake and re-
certification
e These are required fields

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report Page 15-16

28. Annual household income

Report the annual household income category of the client at the end of the reporting period, or report the
most recent data available within the reporting period. Income is defined in ranges relative to the Federal
poverty guidelines. Include infants under the age of 2, whose HIV status is indeterminate, in the HIV-
positive/indeterminate column. Do not include any anonymous clients in these counts.

Household includes all people who occupy a house, an apartment, a mobile home, a group of rooms, or a
single room. A household consists of a single family, one individual living alone, two or more families living
together, or any other group of related or unrelated people who share living arrangements.
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Household income is the sum of money received in the previous calendar year by all household members,
ages 15 years and older, including household members not related to the householder and people living
alone.

Families and individuals are classified as below poverty level if their total family income or unrelated
individual income was less than the poverty threshold specified for the applicable family size, age of
householder, and number of related children under 18 present. Poverty status is determined for all families
(and, by implication, all family members).

For individuals not in families, poverty status is determined by their income in relation to the appropriate
poverty threshold. Thus, two unrelated individuals living together may not have the same poverty status. The
poverty thresholds are updated each year to reflect changes in the Consumer Price Index. See Poverty
Guidelines, Research, and Measurement at http://aspe.hhs.gov/poverty/index.shtml

Household income categories:

Equal to or below the Federal poverty level indicate that the client’s annual household income is the same as
or below the Federal poverty level.

Within 101-200% of the Federal poverty level indicates that the client’s income is equal to or no more than
double the Federal poverty level.

Within 201-300% of the Federal poverty level indicates that the client’s income is double or no more than
triple the Federal poverty level.

More than 300% of the Federal poverty level indicates that the client’s income is triple or more above the
Federal poverty level.

Unknown/unreported indicates that the client’s income is unknown or was not reported.

Housing/Living Arrangement

This field is to determine the client’s homeless status
Notes:
e This field is to be based upon residency eligibility to indicate what type of housing a client
resides in as defined below
e This is a required field

2009 Instructions for the Ryan White HIVV/AIDS Program Data Report Page 15

29. Housing arrangement categories

Report the number of clients according to their regular place of residence at the end of the reporting
period, or most recent data available within the reporting period, using the categories defined below. Include
infants, under the age of 2 whose HIV status is indeterminate, in the HIV-positive/indeterminate column. Do
not include any anonymous clients in these counts.

Housing/living arrangements:

Permanently housed includes clients who reside in apartments, houses, foster homes, long-term residences,
and boarding homes, as long as they are not time limited.

Non-permanently housed includes clients who are homeless, as well as those living in transient or transitional
housing. Homeless includes shelters, vehicles, the streets, or other places not intended as a regular
accommodation for living. Transitional housing includes any stable but temporary living arrangement,
regardless of whether or not it is part of a formal program.

Institution includes residential, health care, and correctional facilities. Residential facility includes supervised
group homes and extended treatment programs for alcohol and other drug abuse or for mental illness. Health
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care facility includes hospitals, nursing homes and hospices. Correctional facility includes jails, prisons, and
correctional halfway houses.

Other includes other housing/living arrangements not listed above.

Unknown/unreported indicates that housing/living arrangements were not reported.

Service Entry

Services are entered for every service provided by an employee or subcontractor that represents your
agency. The Part A administrative office will assist with the setup of services and contracts at the
beginning of each contract year. In addition to services funded by Part A, each agency is required to
report any valid Part A services regardless of funding source on the annual RDR report. So you will
have a variety of services and contracts setup for data entry. These non-Ryan White funded services may
be tracked in other systems outside of the Centralized CAREWare database.

AAAAdministrative, ZTesting Testing

Merge
Clignt

[Hrders

Appointments Farmz | Change Log Client Report Delete Client Find List Mew Search Cloge

Demographics  Service |AnnuaIF|eview| Encountersl Heferralsl HIt E&TI Helationsl Elig Custom Datal EentraIEIigibiIityI Eligibility &pplication I Eligi ‘I L4

Year ital Status: Deceased Date:  Eril Status: Erul Date: Case Closed:

jeoio |faive =l |[ctive Fl[1z20ms | =l
Add/Edit Service Details
Date: Service Mame: Contract: Units: ~ Price: Cost:

| =1 = A0

Search Criteria; I Column: I vl Amount Feceived | Save | Laticel | Frifit |

Drate: | Service Mame: | Contract: | Lnits: | Total: | Feceived: | Frovider: | CE - Provid... I C
AT O B T Taria Eleiat Fr— 0 0 P T —
01/068/2010  CE Mew Client Packet Processed Central Eligibility 1 $0.00 $0.00 A Central ...
m/01/2010  DataEntry Ma Funding 1 $0.00 A Central ... J
L« | i
Semvice Sharng | PBreview Services Mew Service | Edit Service | Delete Service |

Direct Client Service

1. Open the client record
2. Go to the service tab
a. Select New Service
i. Enter the Date, service provided, contract (funding source), # of units, service
billable total and amount received (co-pay) (if applicable).
1. Cost reimbursement contracts will reflect zero dollars for the unit of
service provided.
ii. Custom service fields are also available to have data entered, if your agency has
that setup, complete them as well.
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b. Save

Cost Reimbursement and/or Anonymous Client Service

Entering Cost Reimbursement Services and/or anonymous based services:
1. Open the administrative entry client records
2. Go the service tab
a. Select New Service
i. Cost Reimbursement
1. Enter the last day of the reporting period, select the appropriate service
category - budget line Item, # of units = 1, enter the billable amount.
ii. Anonymous activities
1. Enter the day the activity occurred or the last day of the reporting period if
you are entering the total for the billing period, select the appropriate
service from the list, # of units — enter the number of units provided, enter
the billable amount if applicable.
iii. Save

Service Entry Considerations

e A service must be entered on the day the service was provided
e Service entries may be entered at the end of the month, but for each encounter (date the client
received a service) a service entry must be entered.

Group Rapid Service Entry

1. Create a custom report based on the criteria needed. This report will build a list for selecting
who will have a service added. This is done from the custom reports module. If the provider
wants all clients, build a report with just the field selections and sorting desired. Test the report
that it gives the proper data. OR contact the Ryan White Part A program for assistance in
developing the report.

From the main menu choose Rapid Service Entry.

Choose the option for group data entry.

Choose the custom report that was setup in step 1.

Check the box next to each client that the service will post to.

Click the link to create the service entry.

Select the date, type of service, and any other fields used for service entry.

a. NOTE: there is a problem with tabbing through the fields, it may reset a value already
entered, just go back to that field and you will be fine. This has been reported to the
programmers to fix the bug.

8. Click the link to review the entries, and then post

Noogohkown
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Financial Report

The Financial Report is a key element for the billing packet and must be included on every billing
submission. This section discusses how to run the report as needed for the billing packet requirements.
This report may be used for other internal agency needs as determined by each agency.

RW CAREWare 4.0 - Financial Report

[~ Data Scope: [~ Date Selection:
Demane [ Year Fror Through:
ORAL Health Address Fefresh I j 0B [9/2008 j |9/30/2005 LI
[ Furding Source [ R Funded?

Mat Currently Funded Mo
R/ Title | “fes

Yes
Yes

Rl Tl I

R Title Il Yes

R Tike Yes

Tile v Youth Yes

Unspesiied Mo

| ||

¥ | Group By Fioviders

IV Include Subservice Detal [ [relude Provider Infarmation

FunRepot | Close |

From the reports menu select financial report. Highlight the Part A funding source and enter the from
and through dates (typically one month). Check the box to include sub service detail.

NOTES:

This is the key report that must submitted as your billing report. Effective January 2007 service entries
must balance for billing to be approved.

Financial Report

Friday, September 01, 2008 through Saturday, September 30, 2006

Report Criteria

Provider(s): ORAL Health Address Refresh
Funding Source: RW Title |
Group By Providers: True
Include subservice detail:  True
ORAL Health Address Refresh Phone:
Address:
Oral Health Care Clients:  Units: Total: Amount Received: Not Received:
Dental Ins 1 1 $25.00 $0.00 $25.00
Oral Health Care Totals: 1 1 $25.00 $0.00 $25.00
Provider Total 1 1 $25.00 $0.00 $25.00
ReportTotal 1 1 $25.00 $0.00 $25.00
9/26/2006 3:35:12 PM Page 1 Of 1
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Financial Report Notes

Service data entry is directly related to the amount your agency is going to bill to Part A. These entries
must be complete and accurate.

You are required to report all client level data in the Central CAREWare database implemented and
maintained by the Ryan White Part A program managed under Maricopa County General Government.
1. I am not sure how to go about balancing to CAREware
e Contact Victoria Jaguez to get technical assistance
o Get feedback from your internal financial person to assist
2. What do we do if unknown/unreported categories show on the crosstab reports?
e Use the custom reports to create a report to find those clients and correct them.
e Contact Julie Young if you need help creating a custom report
o Determine if those are valid and then make sure you discuss this in the narrative portion
of the billing packet.
3. What will cause our billing packet to be rejected and not processed for payment?
¢ If the financial report that is run within the Part A office does not match to the report you
submitted
e If you do not include all the appropriate documents in the billing packet
e Unknown/unreported data will not be acceptable for fields that determine eligibility, if
you did not collect this data those activities are not eligible for reimbursement.
4. What will cause our billing to be adjusted
e Activities reported to clients that are not eligible during the month of service will be
considered disallowed. These activities will be used to reduce the billing as needed
monthly.
e Activities reported for clients that do not meet the FPL limits as defined on the current
Menu of Services.
e Case Management contracts have additional provisions that may require a reduction in a
billing submitted, see Section 2 — Service Specific Policies and Procedures regarding
these provisions.
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Referrals

There are two types of referrals in CAREWare 4.X: Internal referrals are made between providers who
are connected to a central database on a real-time network (for instance, a primary care provider and a
housing agency both receiving funds from a Part A grantee). External referrals are made to providers
who are not part of the real-time database network managed by the grantee. External referrals are the
only type available to standalone users.

@® Important difference between Service and Referral

A service is any service for which a provider pays any part. If you refer a client to a dermatologist, for
instance, and you pay the copay for that visit out of your contract funds, that is a service; enter it in the
Service tab. If you refer the client and pay no part of the cost of the visit, it is a referral; enter it in the

Referral tab.

e . : :
2=@ Making Internal Referrals on a realtime network of providers

To make a referral to another provider on your network, go to the Referrals tab and then click the
‘Outgoing Internal Referrals’ subtab:

Puck, Hockey M.

Demographics] Services] Annual Heview] Helations] HIv E&T] Pregnancy Referals lEncounters] Custom Tab 1 ] Research Match] Custom Tab 3 ]1

Received Internal Referrals  Outgoing Internal Referrals l External Referrals ]

Add/E dit Referral | nformation
Requested Service Category Tupe: Referral D ate: Refer-To Provider:

|H0using Services ﬂ |2!21 F2005 ﬂ D etrait H ousine
Referral Status: Referral Complete Date: Referral Comments:

|F'ending | ﬂ |

™ Save | Cancel

Refer-To Provider: FReguested Service Catego... | Referal Status: Referral D ate: | Date Completed:

e Select a service category, then enter the referral date. Only those providers within the network who
provide services in the category you selected will be displayed on the Refer-To Provider pulldown
menu.

e Referral Status and Referral Complete Date will be shaded out; the status defaults to “Pending.”
This setting will be changed by the receiving agency if and when the client follows through on the
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referral.

e When the internal referral service has been received and entered by the referred-to provider, this
specific referral will automatically get set to ‘Completed’ and will be removed from the pending list.

-
=== About “Silent” Referrals

A “silent” referral allows you to make a referral with a higher degree of confidentiality. With a normal,
internal referral, the receiving provider gets a system message when they logon informing them that a
client has been referred (see screenshot on top of page Error! Bookmark not defined.). With a silent
referral, the referred-to provider does not know the client has been referred until that client makes
contact with that provider. The Ryan White Part A office does NOT encourage use of silent referrals
in CAREWare.

For silent referrals, the referred-to agency will have to enter the client as a new client, at which time they
will get the “possible duplicate client” menu, after which they will be notified onscreen that this client
has been referred from another provider on the network.

Silent referrals are more confidential than ordinary internal referrals. If the client never follows up on
the referral, the other agency will never know that this individual is HI\VV-positive or in need of their
Services.

To make a silent referral, check the box under the Referral Status field. You may also edit outgoing
referrals that have not been completed, and alter their silent/non-silent status.

External Referrals

External referrals are for referrals made to non-Ryan White Part A providers. The updates must be
tracked by the agency making the referral.

To make an external referral, go to the Referrals tab/External Referrals subtab. Whereas an internal
referral begins with the service type and then “narrows down” the number of internal providers to whom
you can refer a client for that type of service, the External Referrals is completely flexible. The Refer-To
Provider pull down will show you all external providers to whom your agency has previously made
referrals:
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Asdf, Querty

Demoglaphics] Services] Annual Fleview] Flelations] HIV C&T I Pregnancy Feferals l Encounters] Custom Tab 1 I Research Match ] Custom Tab 2 [ 4] *

HeceivedlntemalFiefenals] Outgaing Inkernal Referral:  Extemal Referals l

Add/E dit Referral | nformation
Refer-To Provider: Referral Status: Referral Date:

I gl add || =l =1
OnpBuick ormments:

Row's &t Home Care Concern
Johns Hopking

Duke Addictions Program

Jim's Clinic Save | Cancel |
Refer-Ta Provider: | Requested Service Catego... | Referral Status: | Referral Date: | Referral Complete Date:
< >

If the agency to whom you are referring the client is not on the list, push the Add button:

ExternalProviderSetup

Esternal Providers

Add Mew

Pravider Marme: Provider

Delete
| Selected

Achive: | Provider Hame: |

Jim's Clinic

Duke Addictions Program
Johnz Hopking

Roy'z &t Home Care Concern
DspCluick,

EEEEEA

Sawe Current Lizt and E xit

Select Add New Provider and enter the provider name, then select Save this Provider.

You cannot remove providers from the list to whom referrals have already been made, but you can
remove them from the pulldown menu by unchecking the “Active” box next to their name.
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e New referrals should be marked “Pending.” When the referral’s status changes, you can return to
this subtab, edit the status, and add the date the referral was rejected, completed or lost to follow-up.

e : : : :
=== Handling an incoming (non-silent) referral

Providers within a network will know when a client has been referred by another provider when they see
a system message on the right-hand side of the main menu screen.

Department of Health and Human Services

/0 Syztem Meszages
‘:Fé; JJ ;& SA &dd Client

Health Resources and Services Administration Find Client

Reparts 1 Incoming Referal

Administrative Options

by Settings

Refrezh Meszages
Log Off

E uit

Click on the link to the incoming referral, select a referral and press Details, or double click the line
item:

Pending Referral List

Mame: | Client 10 | Gender: | Birth Date: | Requested Sewice:l Fefering Provider: | Feferral Date:

Hockey Puck Female 27291956 Housing Services Detooit HIY Care, ... 2/21/2005

< ] |
Details | Cancel |

NOTE: Clicking “refresh messages” will refresh the system messages on the main menu. If you have
one referral, and act on it, and refresh messages, that incoming referral message will disappear.
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If the client is already a client of both providers, when you open the referral you will be taken directly to
the Referrals tab/Received Internal Referrals subtab.

=)
@=@ Handling an incoming (non-silent) referral (cont’d)

If the client is not yet a client of the agency receiving the referral, that agency will see the “Possible
Duplicate Client” message (see page Error! Bookmark not defined.). This will prompt them to link
their agency to this client’s record.

Select any referral at the bottom of the screen, double-click it or press Edit Referral:

Puck, Hockey N.

Demographics ] Services ] Annual Review ] Relations Feferals l Encounters ] Custom Tab 1 ] Custom Tab 2 ] Custom Tab 3 ] Cusztom Subfarm ]

Received Intemal Referrals l Outgoing Intermnal Hefenals] Entenal Hefenals]

Add/E dit B eferral and 5 ervice Infomation

Refering Provider: Requested Service Category Type: Referral D ate:
| Detroit HIY Cars, Inc. |Housing Services 2/21/2005 |
Referal Status: Referal Complete [ate: Refernal Comments:
|Completed | |2/21/2008 x|
Service Detalds
Drate: Service Mame: Contract: Units: Cost:
[272172005  ~| [HOPWA services | ~|h |$25.00

Save | Cancel

Reterring Provider: | Referral Date: | Referal Status: | Service Mame: | D ate Completed:
Detroit HIY Care, Inc. 2/21/2005 Pending
< b3

You can enter a service record directly on this screen (it will show up under the Services tab when
you’re done).

Entering a service automatically changes the Referral Status to “Completed” and the Referral Complete
Date to the date of the service. Or, you can mark the referral status “Completed” with a completion date
without entering any service.
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Central Eligibility Tab

Centralized Eligibility

CAREWare will be used to manage the eligibility status of a client across all providers. This system
does not have the capabilities to pop up messages regarding client status and requires each end user to
understand which screens must be reviewed to determine the current client status.

Each defined service has different eligibility requirements in regards to FPL guidelines and various
sources for other payers (ensuring that RW Part A is the payer of last resort). This system does not have
the capabilities to pop up messages regarding these additional eligibility requirements and requires each
end user to understand which screens will assist them in assessing any additional requirements. Each
agency must have a system for verifying other payers when medical insurance coverage is potentially
available to the client. Centralized eligibility is only a tool for assisting with the assessment of FPL and
other payers.

Documentation requirements that are not tracked within the CAREWare system are: Release of
Information to Maricopa County and Inter-provider, Client Grievance procedures and client rights and
responsibilities. These are all documents that must be collected and maintained in a client chart for
review and auditing purposes.

Client Eligibility Status Verification

1. Client Status
a. Providers must review the Central Eligibility tab to determine if a client is eligible for
services. This tab will give a snapshot status on overall client status, due dates for
documentation required, FPL calculation and other payer sources.
b. Client Eligibility Status
i. Eligible - This indicates that the client can receive services.
ii. Not Eligible — Indicates the client must provide documentation to receive services
1. Arreason is stated to indicate what needs to be done to bring up the clients
eligibility.
iii. Pending — This indicates the client is in a 30 day period to provide documentation
to continue services, the client is still eligible for services
c. FPL —determines the income level for a client
i. 1= 0-100%
ii. 2=101-200%
iii. 3=201-300%
iv. 4=2301-400%
v. 9=401- and above or No Annual Income is indicated so can not be calculated

Provider Data Collection

1. Providers will collect from clients the approved eligibility documents: proof of HIV status,
Income Verification, Residency Verification and proof that Ryan White Part A is the payer of
last resort and a Eligibility application with appropriate signatures.
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2. Providers must utilize the approved methodology as defined in the policy to calculate the annual
income of a client based on income documents received and number in household. This is a vital
calculation because it determines the clients FPL used in each defined service.

3. Providers will enter all data in the CAREWare system utilizing the predefined forms established
to flow with the applications received.

CAREWare Data Entry Forms

Data entry is accomplished by entered the information using the forms developed within CAREWare.
To locate the forms start by locating a client using the find client button. From here you can go directly
into forms or into the detail demographic screen.

[ Client URN [ Client EURN

ClAADE070EU UllendZIN

ETAADE30701U PHHZLNY

PLAADB30704U P2IEHTe iministrative, ZTesting Testin

OLAADBIT02U hEY2KDz0b Merge

2EAM 2106010 d2Hwhos ChangeLog | ClentReport | M¥9° | Delete Clent | FindList | NewSemch | Ciose
Demogiaphics | Service | Annual Review | Encourters | Referals | HIV CoT | Relations | Elig Custom Data | Ceniral Elisiy | Egiiity Applcation | Eigi 4] >
Fist Name: Middle Name: Ethniciy
[zTesting [Testing ’7 & Hisparic © NonHispanic  Unknown |

Kl (0] Last Ham Date of Bitth .
[paaadminisuat [12710n%0 =] e o=
I~ Whie - Ameiican Indien ot - o
Fome | Dt Moy Search New Search oo | ondor Cient URN Enciped URN sk aive o

v = — e — Black o Afican

Once in forms the screen below displays:

& CAREware Custom Form Designer

4 Form Select £dminishative, ZT esting > &l Forms for Past 12 Months
FO rms Fi Add AHCCES Inefigibity Form IS BB e
F2  Add Client Information Sheet 12/21/2009 View Edit h 1
are F3  Add Non Tradiional Income Fam Man Traditional Income.. FO rms t IS
. F4  Add RW Part & Change Form h
aval I ab I e F5  Add Aw Programs Applicalion TS e [ERlE age n Cy as
Esc  Esit Fiw Fart & Change Farm cre ated
tO Create 1/17/2010  View Edit 1172010 Wiew Edt
Fiw Programs Application
12/21/2009 View Edit 1/4/2010 Wiew Edit 1/5/2010 View Edit

¢ You will not see forms created by other agencies when looking at a client record
e To print a form, save the form and choose to view the form — You will have an option to print

Ryan White Part A Status Updates

1. CAREWare will be updated based on the above various data collection procedures.

2. The update will occur at the end of the business day.
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3. The updater is run when a service entry is made that indicates a provider has accepted a client
packet.
4. The updater validates the following:
a. All data entry requirements are met for RDR/RSR data entry as well as CE data entry
b. Client’s County is either Maricopa or Pinal
c. Client’s FPL is at or below 400%, otherwise they are not eligible
5. The updater does not validate the following:
a. Data entry matches the application completed by the client
b. Spelling

SPECIAL NOTES:

1. 'You must follow the Central eligibility documents to ensure that all required data is collected

2. Never change valid information to unknown/unreported. This data is shared between agencies so
although you may not have received the answer to the question does not mean that another
provider did not. As you get the questions answered by a client you may remove/change the
status from unknown/unreported to the information you received.

AAdadministrative, Entries

Merge
Orders | Foims Cliert

Demnglaphicsl Selvical AnnuaIHeviewl Encnuntelsl Hafena\sl Hv E&Tl Fialatinnsl CM/Program  Central Eligibility IEIig\hiIityAppIicatinnl Di/4/Red I L4

Appointments Change Log Client Repart Delete Client Find List Mew Search Close

CE Eligibility Status CE Income Level CE HIY Doc Received CE Inc/Fes Due CE Other Payer Due

|NOT ELIGIELE - Dutside EMA, K RNE [722r2007 x| Jtzdesezmo x| [a115/2008 |
CE Documentation - HIY CE Documentation - Income CE Documentation - Residency

ISigned Statement fram Health P INo Income [requires Mon-T radit IHome Owners' Azeociation [HOA]

CE Comments CE Doc HIY - Provider CE Doc Income - Provider

Jtest |2 Central Eligibility |24 Central Eligibility

CE Doc Residency - Provider CE R'w' Dental Enroll Status CE FAF Emergency  CE FAP Medical Care CE FAP Oral Health

Jé4 Central Eligibilty JNOT ENROLLED

CE FAP Pharmaceutical

CE Eligibility Status

This is a calculated field based upon the verification documents entered under the services tab by the
Ryan White Part A office.

CE Eligibility Status

-
MOT ELIGIELE - HIY D oc Required ‘
MOT ELIGIBLE - HIV/Inc/Res Required
MOT ELIGIELE - Inc/Res Required

WOT ELIGIELE - Mo Central Documents
MOT ELIGIBLE - Other Payer Required
PENDING - Inc/Fes Required

PEMDING - Mo Central Documents
PENDING - Other Payer Required g

e Current — All Eligibility Documents have been received
¢ Not Eligible — Indicates the client is not eligible for service and which documents are missing
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e Pending — Indicates the client is currently within a 30 day grace period, so they are eligible for
services but are due to provide documents.

¢ No Central Documents
o This status indicates that the AA office has not received/verified the appropriate

documents to show a client has been initially enrolled into the system.

o New Clients
= They will be given a pending status for 30 days to allow for providers to receive
the documents from the client. The client is eligible for services but is currently

due to provide documents.

CE Income Level

This is a calculated field based upon the current calculation for from the Annual tab. This field is used
to determine if the client meets the FPL eligibility limits for a service. Clients with a 9 are not eligible
for any Ryan White Part A Services.

CE Income Level
3

Annual l Custom Annual] Quarter 1 [Jan. - Mar.]] Quarter 2 [Apr. -Jun.]] Cuarter

Frimary [nsurance: Houzehald Income:

[Unknawnl - $30,000.00
Frimary HIY Medical Care: Household Size:
|Unknown ﬂ

Houszing/Living Arangement; Poverty Level:

|Unknown / Unreported j 294.00%

1= 0-100%

2 = 101- 200%

3 = 201- 300%

4 = 301- 400%

9 = 401 and above or No Annual Income/Household Size is indicated is so can not be calculated

CE HIV Doc Received
This is a calculated field.

CE HIV Doc Received
Fiasa007 hd

CE Inc/Res Due
This is a calculated field. The field indicates when recertification of client’s eligibility is required.

CE Inc/Res Due CE Other Payer Due

aizoms -] 142008 =l (Other Payer due field will be retired during 2010/2011 grant year and is not
used in the new CE process effective March 1, 2010)
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CE Documentation

These are calculated fields. The type of document and/or how the documents met the eligibility policy is
displayed

CE Documentation - HIY CE Documentation - Income CE Documentation - Residency
|Hospital Dizcharge w/ HIV diag |F‘ay Stublz] |B2 of Palicy [Two documents]

CE Provider Received
These are calculated fields. These fields indicate which provider processed the last packet for the client.

CE Comments CE Doc HIV - Provider CE Doc Income - Provider

Ilast IAA Central Eligibility IAA Central Eligibility

CE Doc Residency - Provider CE RW Dental Enroll Status CE FAP Emergency  CE FAP Medical Care CE F&F Or
IAA Central Eligibility NOT ENROLLED

CE Comments
This is an information only field and will be used to indicate the status of a CE packet.

I LE Lomments

CE RW Dental Enroll Status
This field is calculated based on the current Office of Oral Health — Delta Dental status.

. CE RW Dental Enroll Status
NOT ENROLLED

CE FAP Fields

These fields are calculations for Case Management providers to know the totals a client has received in
FAP for the current grant year.
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Form Data Entry Requirements

When a CE packet or change to a client has been processed by a provider, each provider must post a
service entry indicating what occurred. This is the way the CE updater will know to go ahead and
recalculate the CE status for the client. Each provider will only see the old CE verification services
(through February 28. 2010) and the services they post to the system. To verify which provider has
processed a packet for a client, you will need to open a client information form or look at the Central
Eligibility Tab.

Form/Service Entry Best Practices

To ensure the forms can update the client record properly, please post the appropriate service entry first
before creating and entering data in the client forms. Note: A CE service entry is required for
processing a change to a client eligibility data as well as processing a client packet.

AHCCCS Applications
Data entry requirements exist for agencies with the following:

e Agencies that have submitted/assisted with submission of an AHCCCS eligibility packet must
indicate the date of the AHCCCS application in CAREWare

e Agencies that have received an approved/denied AHCCCS letter through a client must indicate
the date and status in CAREWare for any client that they collect eligibility documentation for

e Note: These fields can be completed when a client packet is processed and/or by using the client
info form

Eligibility Status How to Tell

e Within the client record, go to the CE tab and view the status
e To print out the status
o Go to the client Record and Choose client Report — Two page, the status will print on the
top of page two
o Go to the client Record — Forms and create/print a Client Info Form
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Custom Eligibility Application Fields

The new Eligibility process uses a few forms to allow for ease of data entry. Because of the use of
forms there are custom fields located within the Annual Review tab and the Third Custom Tab — labeled
Eligibility Application. Below are screen shots showing the information stored on those two tabs.

AAAAdministrative, 2Testing Testing

Merge
[rders Cliant

Appointments Farmz Find List

Change Log Client Feport Delete Client Mew Search Cloze

Demographicsl Service  Annual Review |Encounters| Hefelralsl HIV C&TI Flelationsl Elig Custam Dalal Central Eligibilityl Eligibility &pplication I Eligi 4 I 4

Annual Year: |2010 2 l

Annual - Custom Annual | Quatter 1 [Jan. - Mar.]l Quarter 2 [&pr. -Jun.]I Guarter 3 [Jul. - Sep.]l Guarter 4 [Oct. - Dec.]l

AEA Income Source AEA Residency Document AEA Agency

|1 month of check. stubs or employerj IDnver's Licenze j IAA CE - Testing/Training j

AEA Agency Representative AEA HIY Document AEA HIY Dacwith Orig Sign Date
[rtesting |Lab Report x| [1502010 =l
AEA Client Change Representative AEL Client Change Agency AEL Monthly Income

JHulie 44, CE Testing/Training =l

AAAAdministrative, ZTesting Testing

Appointmerts Orders Forms Change Log Client Report héﬁé%? Delete Client Find List Mew Search Cloze
Demographicsl Servicel Annual Heviawl Encountersl Heferralsl HIV C&T I He\ationsl Elig Custom Datal Central Eligibility ~ Eligibility Application | Eligi 4 | *
E& Other Mames ™ EA Home Phone Messags EA Other Phone [~ EA Other Phone Message EA Case Manager

111111
E& CM Agency E& Primary Care Clinic E& Medications
=
EA Adap Application Date EA ADAP Application Status EA AHCCCS Application D ate EA AHCCCS Appraval Date
= - =l =l

E& Other Race E& Race Other - Details I EA rizana Diagnosis E& Prefened Language

IENGLISH -
™ EA Ins Private Dental Ins (Nor-Riw) ¥ EAlns ALTCS ¥ EAIns Medicaid ¥ EA Ins Private Health Ins
v EA Ins Magelan ¥ E& InzMone v EA Inz Other EA Ins Other Desc ¥ E& Ins Medicare
¥ EA BHCCCS Ineligibiity Form completed " EACM Self Managed 8 st s e i Bele

[12/23/2003 |
E& AHCECS Ineligibiliy Form Date I EA ARY Medisalions I™ EA AHCCCS N E4 ADAP Renewal Date

LI -
E& Clinical CO4 Count E& Lab Dirawe Date EA Clinical Yiral Load Results EA Prirnary Care Physician
=
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Ryan White Program Data Report (RDR)

Who Completes the Ryan White HIV/AIDS Program Annual Data Report?

The Ryan White HIVV/AIDS Program Annual Data Report should be completed by all Ryan White
HIV/AIDS Program Part A (formerly Title 1), Part B (formerly Title 11), Part C (formerly Title 111), and Part
D (formerly Title IV), including the Adolescent Initiative, funded grantees, service providers, and Part B
consortia. Grantee of record is the official Ryan White HIVV/AIDS Program grantee that receives Federal
funding directly from the Health Resources and Services Administration (HRSA). This agency may be the
same as the provider agency or may be the agency through which the provider agency is subcontracted.

The service provider is the agency that provides direct services to clients and their families and is funded by
the Ryan White HIVV/AIDS Program. Services may be directly funded by one or more Parts of the Ryan
White HIVV/AIDS Program or through subcontract(s) with official Ryan White HIVV/AIDS Program grantees
of record. If the only services you provided during this reporting period were (1) planning or evaluation, (2)
administrative or technical support, (3) fiscal intermediary services, (4) technical assistance, (5) capacity
development, or (6) quality management, please complete Section 1, Items 1-16 only.

Providers who receive funds under more than one Part should complete this form ONLY once. Include
information from all Parts under which you are funded.

Which Clients Should be Included in the RDR Report?

Providers should report data on all clients who received services eligible for the Ryan White

HIV/AIDS Program Parts A, B, C, and/or D including Adolescent Initiative funding, regardless of the actual
funding source used to pay for those services. Grantees and providers that choose to report only on the subset
of clients who received funded services from any Part of the Ryan White HIVV/AIDS Program must have
special permission from their HRSA Project Officer (See Section 1.2: Reporting scope for more
information).

Reporting period

Enter the start and end dates of the reporting period for the provider agency. Reporting period is a calendar
year, January 1 through December 31. The data are reported to HRSA by

March 17, 2008. All information reported on clients and service delivery should reflect the calendar year
reporting period. The reporting period may be shorter than a year if a provider agency did not receive Ryan
White HIV/AIDS Program funding for an entire calendar year. In this case, the beginning or end dates of the
reporting period should reflect the exact time period in the calendar year during which services were
delivered to clients. For example, the reporting period for a provider whose contract began on April 1 would
be April 1-December 31. Similarly, the reporting period for a provider whose contract was effective on
January 1 but discontinued on June 30 would be January 1-June 30, 2007 Instructions for the Ryan White
HIV/AIDS Program Data Report 5

HRSA Link

http://hab.hrsa.gov/tools.htm#data
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Provider Requirements

Data verification — Missing Data Reports — Missing CADR Report in CAREWare — Set the

range of dates from 1/1/YYYY-12/31/YYYY
o From the CAREWare Reports Menu
= Missing CADR Report (All fields)
= Missing RDR — Annual Review Fields Only ***
Clean up missing/incomplete data ***
(These should be reviewed with monthly reporting)
Key fields to examine are those on the Annual Tab
Insurance
Medical
Housing
Run RDR report in CAREWare
Reports — RDR

o Review the results with the RDR report requirements (CAREWare calculates all fields

for you if the data was entered)

i.e., Medical Section — Clinical Data may need produced from your other systems

Review Process
Provide any additional data that is deemed missing from upload
Review revised RDR report
Approve final report — send email to julieyoung@mail.maricopa.gov

Part A Requirements

(@]

0 O O O O

Create export file from CAREWare

Upload data report to CAREWare

Review and clean up errors on HRSA web submission site
Provide report to providers for review

Accept document after provider approval

Provide final report to providers for their records

Reporting Timeline

January — CAREWare system update with RDR Report

January — Provider Conference Call

January 31% - RDR Reports Due to Part A office

February 1% through February 25" - RDR Reports Data Entry to HRSA
February 1% through March 10th - RDR Reports Provider Approval
March 15" - RDR Reports Grantee Approval
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Ryan White Program Services Report (RSR)

The Ryan White HIV/AIDS Program Services Report, or the RSR for short, is comprised of:

e The Grantee Report. Grantees will complete this report online through the HRSA Electronic Handbooks
(EHBs) using a web-based data entry system. Besides providing basic information about their
organization, they will view, update, and verify a pre-filled list of their service provider contracts that were
active in the most recent reporting period. For each of the contracts, grantees will view a list of Ryan
White Program services and then check the boxes next to all services that their organization funded
under the contract.

e The Service Provider Report. Service providers will complete this report online. In addition to providing
some basic information about their organization, providers will view a pre-filled list of their active service
provider contracts for the most recent reporting period. For each of the service contracts, providers will
view a list of Ryan White Program services and check the boxes next to all services that their organization
delivered to RW Program clients during the reporting period.

e The Client Report. Each service provider will submit this report online as an electronic file upload using a
standard format. Each upload file will contain one record per client. Each client record will include
information on demographic status, HIV clinical information, HIV-care medical and support services
received, and the client's 'UCI', an encrypted, unique client identifier.

Who Completes the Service Provider Report?

All agencies that provide direct client services must complete one Service Provider Report online. Multiply-
funded providers will include information from all program Parts under which the agency is funded.

A service provider that also is a grantee—a “grantee-provider”—must complete the Web-based Provider Report.
In addition, a grantee-provider of outpatient/ambulatory medical care services and/or case management services
(medical or non-medical) must submit a Client Report.

e A service organization that has a contract with a RWHAP grantee is considered a first-line provider A
first-line provider must complete the Web-based Provider Report, and a first-line provider of
outpatient/ambulatory medical care services and/or case management services (medical or non-medical)
must submit a Client Report.

e A service organization that enters into a contract with a first-line provider is considered a second-line
provider. A second-line provider must complete the Web-based Provider Report, and a second-line
provider of outpatient/ambulatory medical care services and/or case management services (medical or
non-medical) must submit a Client Report.

Who Completes the Client Report?

All agencies that provide direct client services must complete one Service Provider Report online. Multiply-
funded providers will include information from all program Parts under which the agency is funded.

A Client Report must be submitted for all service providers that were funded by the RWHAP to provide core
medical or support services directly to clients. Grantees may decide on a case-by-case basis whether to require the
service provider to submit its own client data or if the grantee will submit the provider’s client data on behalf of
the provider.

The client report should contain one record (“row” of data in a database) for each client who received an
RWHAP-funded core medical service or support service during the reporting period. The data elements reported
per client are determined by the specific RWHAP-funded service(s) the client received at your agency. HAB does
not require or want grantees or providers to report a client’s service data for any services he/she received that
were NOT paid for by the Ryan White HIV/AIDS Program. See the chart “Required Client-Level Data Elements
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for RWHAP Eligible Services” in Appendix A to determine the minimum client-level data elements that will be
reported for a client based on the RWHAP-funded service(s) he or she received.

All client level data reported within CAREWare is used to create the client level report within the CAREWare
interface. The services provided and demographic field requirements as well as clinical data entry requirements
are listed in this manual. As new information becomes available supplemental documents will be provided as
guidance to these HRSA level reporting requirements.

Clinical Data Entry for Bi-Annual Data Report
Clinical data entry is only to be completed by providers offering primary medical care.

Entering Clinical Encounter Data

Open the client’s record, then click on the Encounters tab.

Change Log ‘ Client Repart | Delete Client Find List Mew Search Cloze T
Demographics] Services] Annual Review  Encounters l Hefenals] HIV C&T ] Pregnanc:y] Helations] Custom Tab 1 ] Custom Tab 2] Custom Tab 3] CAlk
Encounter Date:  |9/9/2007 | Default - Lreate Encounter ‘ ‘
=
Yital Signs l Hoszpital/ER Admisswons] Medications] Labs ] Screening Labs] Screenings Immunizations] Diagnoses] Caze Note]
Vital S ignS Yalues are in: Rapid Entry
* English " Metric
Prior Yalue: Date Taken Cumrent¥alue: Cunent¥alue Provider
Heichifinches)| [ = |
weight{bs)| | =l |
Fulze [bprm]: | | Jl |
Temperature(F] | | J' |
B.P. Gys/Di | =l |
Fregnant?
~ r

There are two ways to enter clinical data.

You can choose Create Encounter, which allows you to enter all the data associated with an
encounter date (i.e. a doctor visit), or

You can choose Rapid Entry, which allows you to enter just one subset of data (e.g. labs or
screenings) on any date, on or off a formal clinical encounter. For details on Rapid Entry,
please see the complete User Manual. It is only in Rapid Entry that you can print graphs of
lab tests and vital signs over time.

Create Encounter
Click Create Encounter to create an encounter.
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Create Encounter

Encounter Date: 5/5/ 2007

Create Encounter Cancel

You will be prompted to enter the encounter date; the system defaults to today’s date. You

can type in a different date or use the ~larrow to bring up the drop-down calendar. Click
Create Encounter after entering the date. To back enter data for a clinical encounter, select
the appropriate encounter date.

Vital Signs

Cloze

‘ Change Log ‘ Client Repart DeleteEIient‘ Find List Mew Search

Demngraphics] Sarvices] Annual Beview  Encounters l Heferrals] HIV C&T ] Pregnanc_u] Flelatinns] Custam Tah 1 ] Custam T ab 2] Custom Tab 3] cAlr

Encounter Date:  |9/5/2007 | Default - Lreate Encounter ‘ Delete Encounter ‘ Encounter Beport ‘ ‘

=

Vital Signs l Hospital/ER Admisswuns] Madicaliuns] Labs ] Screening Labs] Scieenings Immunizaliuns] Diagnuses] Case Nule]

Vital S igns Yalues are in: Riapid Entry
* English " Metric
Prior Yalue: Date Taken Cumrent¥alue: Cunent¥alue Provider
Heighifinchesi | [ =) |
wiaighiflbs]| | = |
Pulze [bpr]: | | J| |
Temperature(F) | | Jl |
B.P. Gys/Di] | =) |
Fregnant?
[ r Yiew/E dit Histary

Choose English or Metric values. You only need to enter Height once; this will roll over to
future encounters (of course, you’ll need to change this for children).

Vital signs data is not required for the RSR reporting.
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Hospital/ER Admissions

Starfish, Constance

Forms Change Log Client Report | Delete Client Find List Mew Search Close

Darnngraphn:sl Sarvicasl Annual Review  Encounters |F|Efena|s| HIt E&TI Pregnancy Helalinnsl Custom Tab 1 | Custom TahZI Custom Tah3| [

Encounter Date: IEfE/EDD? | Default - Lreate Encounter | Delete Encounter | Encounter Beport | Sharing Dptions

[¥ Only show data for this provider

‘ital Signs  Hospital/ER Admissions I Medicat\ons' Labs | Screening Labsl Screeningsl Immun\zalinnsl D\agnosesl Case NDtEl

Hospital/ER Admissions:
— Current
Tatal rurmber of HiV-related — Total Murnber of Tatal rurnber of HIV-related
hospital admizzions since Hozpital D aps: ER vizits gince previous i i Save
previous encounter: Encounter: Reason/Diagnosis:
Encounter Diate: | Huogpital admissions: | Hospital daps: | ER vizits: | Feason/Diagnosis: | Provider:
< 101 | ¢

These fields are self-explanatory; click Save when done.

Medications

Entry of medications is required for the RDR/RSR reporting requirements. The only way to report if a
client is on HAART is through entry of each medication in the medication tab.

Starfish, Constance

Farms Change Log Client Report | Delete Client Find List New Search Cloze
Demugraphicsl Serwcesl Annual Review Encounters | Hefenalsl HIY C&TI Pregnanc}ll Helaliunsl Custom Tab 1 I Custom Tab2| Custom Tab 3| cH I L4
Encounter Date: ISKS.JZDD? | Default vl Lreate Encounter | Delete Encounter | Encounter Beport | Sharing O ptions |
¥ Orily show data for this provider
V\talSignsI Hospital/E R Admissions  Medications |Labs I Sereening Labsl Screenings Immunwzalionsl D\agnosesl Caze Notel
g o Date ART 1st
Current Medications: HwsDaz:  Proseried: ~ PreRT Reason: | sew |
| ‘ | I LI Fiapid Entry
Bllergies: I
Medication: | Abbreviation: I Class: | Urits: | Strength: | Doge: | Frequency: | Daily Doss: | Indication | al:
£ I | F7]
Start Stop | Corect Data Emor Change Doze
1. Click Start to enter a new medication.
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Start Medication{s) Page 1

1. Enter the start date for the medication(s).
2. Select the regimen you are starting
ar
Click on the medication(z] you want to start.
3. Click Mexts>
Start D ate: tedication(s): Fiker. I
Start | Medication Name ~
Regimer: O acyclovir
Start | Fiegimen Name O Ageneraze [amprenavir]
O albendazole
O amoxicilin (az tibpdrate)
O atenolol
O B actrim
O beta-camotens
3 ) O chlorothiazide zodium
Fegimen Setup | O Combivir [zidovudinelamivudine) b’
£ >
Cancel | |

The start date is grayed out as the encounter date = start date. Scroll through the list of
medications and select the check box next to the med or meds to start. You can also create a
Regimen or group of antiretrovirals that will ease data entry by starting all the medications in
the regimen at once.

You can use the Filter to do a quick find. Type several of the letters in the medication’s name
to automatically reduce the length of the list. For example, typing “aba” will bring up all
drugs with abacavir.

Start Medication(s) Page 1

1. Enter the start date for the medication(s).
2. Select the regimen you are starting
OR
Click on the medication(z] you want to start.

3 Click Next>» \
Filter: |abd

Start Date: Medication(z):

Start | Medication Name

Regimen: a Epzicom{abacavirlamivudine)

Start | Regimen Mame O Trizivir [abacavirlamivudineretrovir]

O Ziagen [abacavir]

£ *>

Fegimen Setup
< >
Caticel | |

Click Next to enter strength, frequency, etc. Indicate whether the medication is ART,
Opportunistic Infection (OI) treatment, Ol prophylaxis or other. If this is an Ol med, the Ol
drop down box will activate so you can choose the Ol being treated.

IMPORTANT: For the Annual Data Report, medical section 5, CAREWare looks to these
fields—Indication and OlI- to determine how many antiretroviral medications the client is on
(if any) and if a client has been or is currently being treated for TB Prophylaxis or Disease.
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4. Enter the strength, frequency and ather related information for each medication.

5. Click Finigh.

Medication: Unitz: ~ Strength: Dioge: Frequency:  Daily Doze:  Indication:

= 300 300 ld  ~| |300 0l Prophylasi |

Prieumocyztiz carninii preumonia [FCP
b avium comples [Mac

I, tuberculosis [kib]
Candida

Cytarmegalavirus [ChV)

T oxoplazma gondii
Waricella zoster wviruz MW
Qther

¢<¢Back Finizh

Click Finish when done.

Medications Rapid Entry

Change Dose

ient: . Date ART 1st ; Setu
Client: Hiv+ Date: P:a:cribed: ¢ Pre-4RT Reazon: ? ®
|BLDWFISH, CHRISTIMA, |1£3‘I 20 ﬂ | j Report
Chart
Allergies: |
Close
Filter
From; Through: Indication; al: pe—— - Oy Izl Ever)
[11Ag/2006 | [11A9/2007 =] | = | = Medications On Report
redication: | Abbrew.: | Un.. | Sir; | Doge: | Fro: | Total Daily Dose: | Indication: | al: | Stark; Chart
Atenolol Plus 1 30 30 tid 30 Ol Praph... C.. 2/2/2
Epivir [lamivuding] 3TC 1 300 300 bid 500 ART 131
Inviraze [saquin..  SOWV([H) 1 iall] 350 bid 700 ART 1.3/ Stop
isoniazid 1 300 300 ad 300 Ol Praph... M. 11/1%
Ziagen [abacavir) ABC 1 300 300 aid 1200 ART 14314

Zoamn/Caorrect Erraor

If you indicated that the drug was ART, the Date ART 1% Prescribed field will auto-
populate with the start date of the first ART drug entered. The HIV+ Date comes from
information entered in the Demographics tab. If the client is not yet on ART, you can enter a
Pre-ART Reason from the drop down menu.

To stop a medication, click on Stop.
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Stop Medication

1. Enter the last date that client took the medcation(z] and the reazon for
dizcontinuing the medication(z]:

Stop Date: Reazan for Dizcontinuing:
I = El
2. Check the medication(z] that are being stopped:
Stop | Medication M ame
O Trizivir [abacavirdamivudineretrowvir)
< ¥
Cloze | 3o to Start Hew bed(z] Form

Reason for Discontinuing menu:

=]

Yiralagic Failure -
Towicity

Intalerance

Logt to fallowup

Doze Ehanie

Unkriown
Therapy completed b

Select the reason for discontinuing from the drop down menu, check the medication to be

stopped. Click Close if you are done with meds, or click Go to Start New Med(s) Form to
start the client on a new med.

To make changes, click on a med to highlight it and click Correct Data Error. The edit
screen will appear. Make any necessary changes and click Apply.
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Medications Rapid Entry - Zoom/Correct Error

Client:

M edication:

|Trizi\-'ir [abacavir/lamivudine retrowir) j
|ruts: Strength: Dioze:

[ 100 100

Frequency: Tatal Daily Doge:

|bid | |00

[ndication ol

ART | I
Start Date: Stop Date:

|sssz007 | | |

Reason For Discontinuation:

| [

Cormment:

|
Apply | Cancel Delete ‘

Labs
Designated for tests with a quantitative (numeric) result

Starfish, Constance

Change Log Client Repart | Delete Client Find List Mew Search Cloze

Demographlcs] Serwces] Anhual Review Encounters l Hefenals] HIV C&T ] Pregnancy Helatlons] Custom Tab 1 | Custam Tab 2] Cusztom T ab 3] celr

Encounter Date:  |5/5/2007 | Default - Lreate Encounter ‘ Delete Encounter Encounter Bepart ‘ ‘

=

VitaISigns] Hoszpital/ER Admisswons] Medications Labs | Screening Labs] Screenings Immunizations] Diagnoses] Caze Note]

Labs RapidErty | sep |

Add/E dit

Current Test: Result: Save

[CD4 Count [cells/me] =l |- = Delete

Test: | D ate of Prior Test: Frior Result: Current Fesult [5/5/2... | Provider: Commerit:
Alburmin [gAdL)

ALT IUAL)

AST (UAL)

| >

CD4 Percent

Creatinine [mg/dL]

Glucoze [mgddl)

HOL [ma/dL)

Hemoglobin [g/dL]

LDL [masdL) =
M alaria smear

Flatelets [cells/mm)
Tatal Chalesteral [mg/...
Trinlurerides fmnddl 1 h

7. Click on any test or select one from the Current Test drop down menu.
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8. Select whether the result is =, <= or >=.
9. Enter the value in the Result box.

10.  For viral load, you have the option of selecting “Assay” from the drop down menu.

Starfish, Constance

Change Log Client Repart | Delete Client Find List Mew Search Cloze

Demographics] Services] Anhual Review Encounters l Hefenals] HIV C&T ] Pregnancy Helations] Custom Tab 1 | Custom Tab 2] Custom T ab 3] cHAlr

Encounter Date:  |5/5/2007 | Default - Lreate Encounter ‘ Delete Encounter Encounter Bepart ‘ ‘

=

VitaISigns] Hoszpital/ER Admisswons] Medications Labs | Screening Labs] Screenings Immunizations] Diagnoses] Caze Note]

Labs Rapid Entry | Setup |
Add/E dit

Current Test: Result: Assay: Save

[viral Load (Copies/mL] | = =] | [ | Delete

PCR
- - ——bDHA 1

Test: | D ate of Prior Test: Frior Result: | Current Fesult [5/5/2... | Provider. | a5pa ent: »~
Alburmin [g/dL) Other/Unk
ALT IUAL)
A5T (IUA)
CD4 Count [cells/mnm]
CD4 Percent

Creatinine [mg/dL)
Glucoze [mgddl)
HOL [ma/dL)
Hemoglobin [g/dL]
LDL [mgsdL)

Malaria smear
Flatelets [cells/mm)
Tatal Chalesteral [mg.
Trinlurerides fmnddl 1

Screening Labs
¢ Designated for tests with a Qualitative result—Negative, Positive, Indeterminate, etc.

Starfish, Constance

Change Log Client Report | Delete Client Find List Mew Search Cloze

Demngraphics] Selvices} annual Review  Encounters I F\efenals] HIY C&T } Fregnancy Helalinns} Custom Tab 1 ] Cugtom Tab 21 Custom Tab 3] cAlr

Encounter Date:  |5/5/2007 | Default - Lreate Encounter ‘ Delete Encounter Encounter Beport ‘

v

V\taISigns] Hospital/ER Admissinns] Mad\catinns] Labs  Screening Labs IScreenings Immunizatmns] Diagmses] Case Nnte]

Screening Labs RapidEnty | Setn |

Add/Edit

Current Test: Result Titer: Treatment: Save

|Hepat|t\s B core antibody, tatal j“ j 1: ‘ | j Delete

Test Date of Prior T Prior Reslk ‘ Current Result | Titer: | Treatment: ‘ Provider  #
Chlamydia

Cytomegalovirus [Chiv]

Ebola

Epstein Bar Virus [EBY)

Genital Herpes

Gonorhea

HCW RMA

Hepatitis A Ab-lgm

Hepatitis & Ab-Total

Hepatitis B core antibody Igh [HEcAB)

Hepatitis B core antibody, total

Hepatitiz B suface-antibody (HE s4b)

Hepatitis B suface-antigen [HEz8g) »

£ >
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11. Click on any test or select one from the Current Test drop down menu.

12.  Select the Result from the drop down menu. (NMI or Not Medically Indicated is often
selected for hepatitis tests to indicate that the client has already been exposed,; this prevents
your reports from counting these clients as not having been tested for hepatitis.)

13.  The Titer field will activate for tests where titer is indicated (syphilis, etc.).

14.  Select a Treatment from the drop down menu.

15.  Click Save.

Screenings
Starfish, Constance
Change Log Client Repart | Delete Client Find List Mew Search Cloze
Demographics] Sarvices] Annual Review Encounters l Heferrals] HIV C&T ] F'regnancy] Helations] Custam Tab 1 ] Custam Tab 2] Custom Tab 3] CLIL
Encounter Date:  |9/5/2007 | Default - Lreate Encounter ‘ Delete Encounter ‘ Encounter Beport ‘
-
VitaISigns] Hoszpital/ER Admisswons] Medications] Labs ] Screening Labs  Screenings l Immunizations] Diagnoses] Caze Note]
Screenings Rapid Entry | Setup |
Add/E dit
Current Test: Current Result: Current Action: Save
|F'ap Smear ﬂ| ﬂ| J Delete
Test: Date of Prior T... | Prior Result: Frior Action: | Curent Fesult ... | Current Action: | Provider: | Commerit:
Appetite
Bowels
Colposcopy
Mauth
Pelvic exam
PPD
PS&
Fectal Pap Smear
TB Chest Radio...
£ >
1. Click on any test or select one from the Current Test drop down menu.
2. Select the Current Result from the drop down menu. Data in the drop down is test

dependent, i.¢. if you select PPD you’ll see Negative <5Smm, Positive >5mm, Client did not
return for reading, etc.

Select a Current Action if applicable.
Click Save.
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Immunizations

Starfish, Constance

Change Log Client Repart | Delete Client Find List Mew Search Cloze

Demographics] Services] Annual Review  Encounters l Hefenals] HIV C&T ] Pregnanc:y] Helations] Custom Tab 1 ] Custom Tab 2] Custom Tab 3] CAlk

Encounter Date:  |9/5/2007 | Default - Lreate Encounter ‘ Delete Encounter ‘ Encounter Beport ‘ ‘

I
VitaISigns] Hospital/ER Admisswons] Medications] Labs ] Screening Labs] Screenings  Immunizations l Diagnoses] Case Note]
Immunizations ) i1
Add/Edit
Waccing: Received: Irnrnunity: Save
=l =l =l Delete
Wacoing: | Completed: Date: | Received: | ImnnLinity:

Hep &/Hep B [Twinriz)[1]
Hep A/Hep B [Twinri=][2]
Hep &/Hep B [Twinriz)[3]
Hepatitis & (1]

Hepatitis & [2]

Hepatitis B (1]

Hepatitis B [2]

Hepatitis B [3]

Influenza

MMR

Preumovas [Preumococca...
Tetanus T oxoid

Waricella [Chicken pox )

< >

1. Click on any test or select one from the Vaccine drop down menu.
Select the appropriate value from Received.
Select the appropriate value from Immunity.

There are often cases where a client has either been vaccinated prior to entering your care
(hepatitis, pneumovax) or has already been exposed and requires no vaccination. In these
cases you would select “NMI” under Received and “History of immunization” or “History of
vaccination” under Immunity.

4. Click Save.

NOTE: Immunization data for Hepatitis B vaccinations are required for RDR/RSR reporting
requirements. Hep B 3" dose or Twinrix 3 dose are required entries to report that Hep B
vaccinations are completed for a client.

Page 43 of 62
Revised 03-2009



Diagnoses

1.
2.
3.
4.

Ryan White Part A Program
Centralized CAREWare Policies and Procedures

Starfish, Constance

Change Lag Client Report | Delete Client Find List Mew Search Close

Encounter Date:  |5/5/2007 | Default - Lreate Encounter ‘ Delete Encounter ‘ Encounter Beport

Demoglaphics] Services } Annual Beview  Encounters I Fielenals] HIV CET } Pregnancy | Relations I Custorn Tab 1 | Custom Tab 2 } Custom Tab 31 cefr

-

ital Signs] Hospital/ER Admissiuns] Medicaliuns} Labs ] Screening Labs] Screenings] Immunizations  Diagnoses ]Casa Nule]

Dia!’noses Rapid Entry ‘ Setup

Add/E dit

Condition: Diaghosis: Comments: Gave

| j' jl Delete
Candition: | Prior Diagnosis D ate: | Prior Diagnosis: | Prior Cormetits: Current Diagrosis: Cor #

[Abnarmality of argans and zoft tissues ...
[Accidental poizoning by other and uns. ..
[Candidiasiz) Of lung

[Candidiasis) OF other specified sites
[Coceidinidomycosis) Primary extrapulm.
[Diseases due ta other mycobacteria) ..
[Dizeazes due ta other mycobacteria) P
[Disorders of lipoid metabolism] Other a...
[E zzential hypertension) Benign

[Hermpes simplex) With other specified c...
[Lymphogarcoma and reticulozarcoma)
[Lyrphosarcoma and reficulozarcoma) ...
< | ¥

Click on any condition or select one from the drop down menu.
Select diagnosis from the drop down menu.

Enter any comments.

Click Save.

Case Notes

1.

Starfish, Constance

Change Log Client Repart | Delete Client Find List Mew Search Close

Damographics] Serwces} Annual Review  Encounters 1 Heferrals] HIY C&T] Pregmancﬂ Ha\atians] Custom Tab 1 ] Custom Tab 2] Custom Tab ﬂ CAlt

Encounter Date:  |5/5/2007 | Default = LCreate Encounter ‘ Delete Encounter Encounter Bepart

B
VitalSigns] Hospital/ER Admissmnsl Medications] Labs ] Screening Labsl Screenings Immunizationsl Diagnoses Case Note I
Case Note (for the selected encounter date): gt Gy
Edit/Append
Cliert feeling better, thinking about gaing back to wark | Save fdd
Provider. | Mate:
< | &

Type a case note in the Edit/Append box and click Save Add when done.
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Special Instructions

a.

b.

Data entry requirements are a minimum of a quarterly chart review and clinical data
collected during that specific quarter

Fields that are free text and or case notes do not require any data entry. Entry in these
fields would be for use by the provider and are not used for data collected on RDR or
RSR reporting

RDR/RSR reporting do not require data entry related to vital signs and/or Immunizations,
except for Hepatitis B vaccines. Requires Either Hep B third dose or Twinrix 3 dose.
HIVQual data and/or QM standards of care data should be collected on the clinical
encounter tabs to allow for grantee reporting requirements to be met.

Data reported in CAREWare is subject to chart reviews to ensure accuracy of data.
Medications used in treating HIV and TB are necessary for all data calculations to be
accurate for RDR/RSR reporting.

Female patients must have papsmear screenings and pregnancy data entered for the
RDR/RSR reporting requirements. Papsmear screenings also require a pelvic exam
entered to be considered a complete test.

Diagnosis should include all diagnosis that are indicated in the client chart based upon the
clinical OP visit data. This includes non HIV related diagnosis.

Screening/Lab data is required for CD4, Viral Load, TB screening, STD screening, and
Hepatitis C screening.

Treatment data for TB and Hepatitis diagnosis are required.
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Miscellaneous

Seeking Assistance
There are two sources of assistance for CAREWare related issues.

For VPN card related issues, contact the Maricopa county IT help desk at 602-506-HELP or 602-506-
4951,

For CAREWare lockout or other CAREWare related issues, contact the administrative assistant of the
Ryan White Part A Program.

Permission Descriptions

Below are the descriptions of the permission templates in the CAREWare User Agreement. For custom
templates for your agency, please contact the Administrative Agent.

Data Entry: Variety of permissions that allows user to enter billing items, RDR/RSR items and
eligibility documentation

Add Client: Allows user to search CAREWare database and add client.
Delete Client: Allows user to delete client and delete service entries.

Referrals: Allows user to receive, send and process referrals. Also provides access to reporting
on referrals.

Reporting: Allows user to access RDR/RSR reporting, financial reporting and custom reporting

Clinical Data Entry: Only appropriate for primary medical care providers. Allows access to
primary medical care related RDR/RSR reporting elements.

View Only: Allows user to review billing and user data without making any changes to data
entry.
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GLOSSARY OF RYAN WHITE HIV/AIDS PROGRAM DATA
REPORT TERMS

Active client

continuing in

program

An individual who was a client when the period started and continued in the program.

Active client new to

the program

A client whose first point of contact with the program occurred during this reporting period.
ADAP AIDS Drug Assistance Program—A State-administered program authorized under Part B
of the

Ryan White HIV/AIDS Program that provides FDA-approved medications to low-income
individuals with HIV disease who have limited or no coverage from private insurance,
Medicaid, or Medicare.

ADAP Flexibility

Policy

HIV/AIDS Bureau’s (HAB) Policy Notice 00-02 provides grantees greater flexibility in the use
of ADAP funds and permits expenditures of ADAP funds for services that improve access to
medications, increase adherence to medication regimens, and help clients monitor their progress
in taking HIV-related medications.

NOTE: Grantees must request in writing to use ADAP dollars for services other than
medications.

Administrative or

technical support

The provision of qualitative and responsive “support services” to an organization. Services may
include human resources, financial management and administrative services (e.g., property
management, warehousing, printing/publications, libraries, claims, medical supplies, and
conference/training facilities).

Affected client A family member or partner of an infected client who receives at least one Ryan
White

HIV/AIDS Program support service during the reporting period.

Agency reporting for

multiple fee-forservice

provider

An agency that reports data for more than one fee-for-service provider.

Aggregate data Combined data, composed of multiple elements, often from multiple sources. For
example,

combining demographic data about clients from all primary care providers in a service area
generates aggregate data about client characteristics.

AIDS Acquired immune deficiency syndrome—A disease caused by the human immunodeficiency
virus.

American Indian or

Alaska Native

An individual having origins in any of the original peoples of North and South America
(including Central America), and who maintains tribal affiliation or community attachment.
Anonymous client No identifying information is collected from the client.

APA AIDS Pharmaceutical Assistance—A local pharmacy assistance program implemented by a
Part

A EMA/TGA, a Part B State, or a Part C or D agency. The Part B grantee consortium or Part A
planning council contracts with one or more organizations to provide HIV/AIDS medications to
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clients. These organizations may or may not provide other services (e.g., primary care, case
management) to the clients that they serve through a Ryan White (or other funding sources)
contract with their grantee. (See ADAP and Local/Consortium Drug Reimbursement
Program)

ARV Antiretroviral—A substance that fights against a retrovirus, such as HIV. (See retrovirus)
Asian An individual having origins in any of the original peoples of the Far East, Southeast Asia,
or

the Indian subcontinent, including, for example, Cambodia, China, India, Japan, Korea,
Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.
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Black or African

American (not

Hispanic)

An individual having origins in any of the black racial groups of Africa, but not of Hispanic
ethnicity.

Capacity

development

A set of core competencies that contribute to an organization’s ability to develop effective HIV
health care services, including the quality, quantity, and cost effectiveness of such services.
These competencies also sustain the infrastructure and resource base necessary to develop and
support these services. Core competencies include: management of program finances; effective
HIV service delivery, including quality assurance; personnel management and board
development; resource development, including preparation of grant applications to obtain
resources and purchase of supplies/equipment; service evaluation; and cultural competency
development.

Case management

services (medical)

(See medical case management services)

Case management

services (nonmedical)

Includes the provision of advice and assistance in obtaining medical, social, community, legal,
financial, and other needed services. Non-medical case management does not involve
coordination and follow-up of medical treatments, as medical case management does..

CD4 cell count The number of T-helper lymphocytes per cubic millimeter of blood. The CD4
count is a good

predictor of immunity. As CD4 cell count declines, the risk of developing opportunistic
infections increases. The normal range for CD4 cell counts is 500 to 1,500 per cubic millimeter
of blood. CD4 counts should be rechecked at least every 6 to 12 months if CD4 counts are
greater than 500/mms. If the count is lower, testing every 3 months is advised. A CD4 count of
200 or less indicates AIDS.

CD4 or CD4+ cells Also known as “helper” T-cells, these cells are responsible for coordinating
much of the

immune response. HIV’s preferred targets are cells that have a docking molecule called “cluster
designation 4” (CD4) on their surfaces. Cells with this molecule are known as CD4-positive
(CD4+) cells. Destruction of CD4+ lymphocytes is the major cause of the immunodeficiency
observed in AIDS, and decreasing CD4 levels appear to be the best indicator for developing
opportunistic infections.

CDC Centers for Disease Control and Prevention—The DHHS agency that administers
HIV/AIDS

prevention programs, including the HIV Prevention Community Planning process, among other
programs. The CDC is responsible for monitoring and reporting infectious diseases, administers
AIDS surveillance grants, and publishes epidemiologic reports such as the HIV/AIDS
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Surveillance Report.

CEO Chief Elected Official—The official recipient of Part A Ryan White HIVV/AIDS Program
funds

within the EMA/TGA, usually a city mayor, county executive, or chair of the county board of
supervisors. The CEO is ultimately responsible for administering all aspects of the Ryan White
HIV/AIDS Program in the EMA/TGA and ensuring that all legal requirements are met. In
EMASs/TGAs with more than one political jurisdiction, the recipient of Part A Ryan White
HIV/AIDS Program funds is the CEO of the city or urban county that administers the public
health agency that provides outpatient and ambulatory services to the greatest number of people
with AIDS in the EMA/TGA.

Child care services The provision of care for the children of clients who are HIV-positive while
the clients are

attending medical or other appointments or attending Ryan White HIV/AIDS Program-related
meetings, groups, or training. This does not include child care while the client is at work.

Client (See infected client or affected client)

Co-morbidity A disease or condition, such as mental illness or substance abuse, co-existing with
HIV disease.

Combination therapy Two or more drugs or treatments used together to achieve optimum results
against HIV

infection and/or AIDS. For more information on treatment guidelines, visit
http://www.aidsinfo.nih.gov/guidelines.
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Confidential Information such as name, gender, age, etc., that is collected on the client, and the
clientis

reassured that no identifying information will be shared or passed on to anyone.
Consortium/HIV Care

Consortium

An association of one or more public, and one or more nonprofit private, health care, and
support service providers, people with HIV/AIDS, and community-based organizations
operating within areas determined by the State to be most affected by HIV disease. The
consortium agrees to use Part B grant assistance to plan, develop, and deliver (directly or
through agreement with others) comprehensive outpatient health and support services for
individuals with HIV disease. Agencies comprising the consortium are required to have a record
of service to populations and sub-populations with HIV.

Continuum of care An approach that helps communities plan for, and provide, a full range of
emergency and longterm

service resources to address the various needs of PLWHA.

DCBP Division of Community-Based Programs—The division within HRSA’s HIV/AIDS Bureau
that

is responsible for administering Part C, Part D, and the HIV/AIDS Dental Reimbursement
Program.

Dispensing of

pharmaceuticals

The provision of prescription drugs to prolong life or prevent deterioration of health.

DSP Division of Science and Policy—The division within HRSA’s HIV/AIDS Bureau which
serves

as the principal source of program data collection and evaluation, the development of innovative
models of HIV care, and the focal point for coordination of program performance activities and
development of policy guidance.

DSS Division of Service Systems—The division within HRSA’s HIV/AIDS Bureau that is
responsible
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for administering Part A and Part B including the AIDS Drug Assistance Program (ADAP).
DTTA Division of Training and Technical Assistance—The division within HRSA’s HIV/AIDS
Bureau that is responsible for administering the AIDS Education and Training Centers (AETC)
Program and technical assistance and training activities of the HI\VV/AIDS Bureau.

Dual therapy The use of two antiretroviral drugs at one time to reduce the amount of detectable
HIV.

Early intervention (See HIV/EIS—HIV/Early Intervention Services/Primary Care)

EIS for Parts A and B Early intervention services for Parts A and B include counseling
individuals with respect to

HIV/AIDS; testing (including tests to confirm the presence of the disease, tests to diagnose the
extent of immune deficiency, tests to provide information on appropriate therapeutic measures);
referrals; other clinical and diagnostic services regarding HIV/AIDS; periodic medical
evaluations for individuals with HIV/AIDS; and providing therapeutic measures.

Eligibility criteria The standards set by a State ADAP, usually through an advisory committee, to
determine who

receives access to ADAP services. Financial eligibility is usually determined as a percentage of
the Federal Poverty Level (FPL), such as 200% FPL. Medical eligibility is most often a positive
HIV diagnosis. Eligibility criteria vary among ADAPs.

EMA/TGA Eligible Metropolitan Area/Transitional Grant Area—The geographic area eligible to
receive

Part A Ryan White HIVV/AIDS Program funds. The boundaries of the eligible metropolitan
area/transitional grant area are defined by the Census Bureau. Eligibility is determined by AIDS
cases reported to the CDC. Some EMAs include just one city and others are composed of
several cities and/or counties. Some EMAs extend across more than one State.

Emergency financial

assistance

The provision of short-term payments to agencies or establishment of voucher programs to
assist with emergency expenses related to essential utilities, housing, food (including groceries,
food vouchers, and food stamps), and medication when other resources are not available. Part A
and Part B programs must be allocated and tracked, and report these funds under specific
service categories as described under 2.6 in DSS Program Policy Guidance No. 2 (formally
Policy No. 97-02).
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Epidemic A disease that occurs clearly in excess of normal expectation and spreads rapidly
through a

demographic segment of the human population. Epidemic diseases can be spread from person to
person or from a contaminated source such as food or water.

Exposure category (See risk factor)

Faith-based

organization

An organization that is owned and operated by a religiously affiliated entity, such as a Catholic
hospital.

Family centered A model in which systems of care under Ryan White Part D are designed to
address the needs of

PLWHA and affected family members as a unit, by providing or arranging for a full range of
services. The family structures may range from the traditional, biological family unit to
nontraditional

family units with partners, significant others, and unrelated caregivers.

Family members Includes children, partners, biological parents, adoptive parents, foster parents,
grandparents,

other caregivers, and siblings (who may or may not be living with HIV).
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Fiscal intermediary

services

Reimbursements received or collected on behalf of health care professionals for services
rendered or other related fiduciary services pursuant to health care professional contracts.

Food bank/homedelivered

meals

The provision of actual food or meals. It does not include finances to purchase food or meals.
The provision of essential household supplies such as hygiene items and household cleaning
supplies should be included in this item. Includes vouchers to purchase food.

FTE Full-time equivalent—A standard measurement of full-time staff (either paid or volunteer),
which is based on a 35 to 40 hour work week. It is calculated by taking the sum of all hours
worked by staff and dividing by 35 to 40, depending on how your organization defines full-time
employment. For example, 2 staff members who work 20 hours each per week represent 1 FTE,
assuming full-time employment is defined as 40 hours per week.

Grantee of record The official Ryan White HIV/AIDS Program grantee that receives Federal
funding directly from

the Federal government (HRSA). A grantee may also be a provider if it provides direct services
in addition to administering its grant.

HAART Highly active antiretroviral therapy—An aggressive anti-HIV treatment including a
combination of three or more drugs with activity against HIV whose purpose is to reduce viral
load to undetectable levels.

HAB HIV/AIDS Bureau— The Bureau within the Health Resources and Services Administration
(HRSA) of the U.S. Department of Health and Human Services (DHHS) that is responsible for
administering the Ryan White HIV/AIDS Program. Within HAB, the Division of Service
Systems administers Part A, Part B, and the AIDS Drug Assistance Program (ADAP); the
Division of Community-Based Programs administers Part C, Part D, and the HIV/AIDS Dental
Reimbursement Program; and the Division of Training and Technical Assistance administers
the AIDS Education and Training Centers (AETC) Program. The Bureau’s Division of Science
and Policy administers the SPNS Program, HIV/AIDS evaluation studies, and the Ryan White
HIV/AIDS Program Data Report.

Health education/risk

reduction

The provision of services that educate clients with HIV about HIV transmission and how to
reduce the risk of HIV transmission. It includes the provision of information about medical and
psychosocial support services and counseling, to help clients with HIV improve their health
status.

Health insurance

premium & cost

sharing assistance

The provision of financial assistance for eligible individuals living with HIV to maintain a
continuity of health insurance or to receive medical benefits under a health insurance program.
This includes premium payments, risk pools, co-payments, and deductibles.

Hemophilia/

coagulation disorder

Individuals with delayed clotting of the blood.
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Heterosexual contact Individuals who report specific heterosexual contact with an individual with,
or at increased risk

for, HIV infection (e.g., an injection drug user).

High-risk insurance

pool

A State health insurance program that provides coverage for individuals who are denied
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coverage due to a pre-existing condition or who have health conditions that would normally
prevent them from purchasing coverage in the private market.

HIP Health Insurance Program—a program of financial assistance for eligible individuals living
with HIV to maintain a continuity of health insurance or to receive medical benefits under a
health insurance program. This includes premium payments, risk pools, co-payments, and
deductibles.

Hispanic or Latino/a An individual of Mexican, Puerto Rican, Cuban, Central or South American,
or other Spanish

culture or origin, regardless of race.

HIV counseling and

testing

The delivery of HIV counseling to an individual. Counseling includes pretest and posttest
counseling activities (e.g., offering the individual the HIV antibody test, as appropriate; services
discussing the benefits of testing, including the medical benefits of diagnosing HIV disease in
the early stages and of receiving early intervention primary care; reviewing the provisions of
laws relating to confidentiality, including information regarding any disclosures that may be
authorized under applicable law, and information regarding the availability of anonymous
counseling and testing; and discussing the significance of the results, including the potential for
developing HIV disease). Testing refers to antibody tests administered by health professionals
to ascertain and confirm the presence of HIV infection (includes ELISA and Western Blot).
Counseling and testing does not include tests to measure the extent of the deficiency in the
immune system because these tests are fundamental components of comprehensive primary
care. This service category also excludes mental health counseling/therapy, substance abuse
counseling/treatment, and psychosocial support services. These services are listed separately.
HIV disease Any signs, symptoms, or other adverse health effects due to the human
immunodeficiency virus.

HIV/AIDS status The outcome of the client’s HIV test result, which includes (1) HIV-positive not
AIDS—<lient

has tested positive for and been diagnosed with HIV, but has not advanced to AIDS; (2)
HIVpositive

AIDS status unknown—client has tested positive for and been diagnosed with HIV, but

it is unknown whether or not the client has advanced to AIDS; (3) CDC-defined AIDS—<client
has advanced to and been diagnosed with CDC-defined AIDS; (4) HIV-negative (affected)—
client is HIV-negative and is an affected individual of an HIV-positive partner or family
member; and (5) unknown—HIV/AIDS status of the client is unknown and not documented.
HIV/EIS HIV/Early Intervention Services/Primary Care—A program that encompasses the care
supported by the Part C legislation and is made available by the grantee organization and its
subcontractors. Subcontractors render care to clients referred to them by the grantee
organization, and are reimbursed for their services, or otherwise have a remunerative
relationship with the grantee for the referred service.

Home and

community-based

health services

Includes skilled health services furnished to the individual in the individual’s home based on a
written plan of care established by a case management team that includes appropriate health
care professionals. Services include durable medical equipment; home health aide services and
personal care services in the home; day treatment or other partial hospitalization services; home
intravenous and aerosolized drug therapy (including prescription drugs administered as part of
such therapy); routine diagnostics testing administered in the home; and appropriate mental
health, developmental, and rehabilitation services. Inpatient hospitals services, nursing home
and other long term care facilities are NOT included.
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Home health care The provision of services in the home by licensed health care workers such as
nurses and the

administration of intravenous and aerosolized treatment, parenteral feeding, diagnostic testing,
and other medical therapies.
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Hospice services Includes room, board, nursing care, counseling, physician services, and palliative
therapeutics

provided to clients in the terminal stages of illness in a residential setting, including a non-
acutecare

section of a hospital that has been designated and staffed to provide hospice services for
terminal clients.

Hospital or

university-based

clinic

Includes outpatient/ambulatory care/outpatient medical care departments or clinics, emergency
rooms, rehabilitation facilities (physical, occupational, speech), hospice programs, substance
abuse treatment programs, STD clinics, AIDS clinics, and inpatient case management service
programs.

Household All people who occupy a house, an apartment, a mobile home, a group of rooms, or a
single

room. A household consists of a single family, one individual living alone, two or more families
living together, or any other group of unrelated people who share living arrangements.
Household income The sum of money received in the previous calendar year by all household
members 15 years

old and over, including household members not related to the householder, people living alone,
and others in non-family households.

Housing services The provision of short-term assistance to support emergency, temporary or
transitional housing

to enable an individual or family to gain or maintain medical care. Housing-related referral
services include assessment, search, placement, advocacy, and the fees associated with them.
Eligible housing can include both housing that does not provide direct medical or supportive
services and housing that provides some type of medical or supportive services such as
residential mental health services, foster care, or assisted living residential services.

HRSA Health Resources and Services Administration—The U.S. Department of Health and
Human

Services (DHHS) agency that is responsible for directing national health programs that improve
the Nation’s health by assuring equitable access to comprehensive, quality health care for all.
HRSA works to improve and extend life for people living with HIVV/AIDS, provide primary
health care to medically underserved people, serve women and children through State programs,
and train a health workforce that is both diverse and motivated to work in underserved
communities. HRSA is also responsible for administering the Ryan White HIV/AIDS Program.
IDU Injection drug user—Individuals who report use of drugs intravenously or through
skinpopping.

Inactive client A client whose status is inactive (as defined by your agency), which includes many
possible

reasons (e.g., client moved or is lost to follow-up).

Indeterminate client A child under the age of 2 whose HIV status is not yet determined, but was
born to an HIVinfected

mother.

Infected client An individual who is HIV-positive who receives at least one Ryan White
HIV/AIDS Programeligible
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service during the reporting period.

Inpatient setting This includes hospitals, emergency rooms and departments, and residential
facilities where

clients typically receive food and lodging as well as treatments.

Institution This includes residential, health care, and correctional facilities. Residential facility
includes

supervised group homes and extended treatment programs for alcohol and other drug abuse or
for mental illness. Health care facility includes hospitals, nursing homes and hospices.
Correctional facility includes jails, prisons, and correctional halfway houses.

Legal services The provision of services to individuals with respect to powers of attorney, do-not-
resuscitate

orders and interventions necessary to ensure access to eligible benefits, including discrimination
or breach of confidentiality litigation as it relates to services eligible for funding under the Ryan
White HIV/AIDS Program. It does not include any legal services that arrange for guardianship
or adoption of children after the death of their normal caregiver.

Linguistics services The provision of interpretation and translation services.
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Local county or State

health department

Publicly funded health department administered by a local, county, or State government.

LTBI Latent Treatment of Mycobacterium tuberculosis infection (LTBI) prevents the
development of

active disease and has been an essential component of tuberculosis (TB) control in the United
States for several decades.

MAI Minority AIDS Initiative—A national HHS initiative that provides special resources to
reduce

the spread of HIV/AIDS and improve health outcomes for people living with HIV disease
within communities of color. This initiative was enacted to address the disproportionate impact
of the disease in such communities. It was formerly referred to as the Congressional Black
Caucus Initiative because of that body's leadership in its development.

Medicaid A jointly funded, Federal-State health insurance program for certain low-income and
needy

people.

Medical case

management

services (including

treatment adherence)

A range of client-centered services that link clients with health care, psychosocial, and other
services. The coordination and follow-up of medical treatments is a component of medical case
management. These services ensure timely and coordinated access to medically appropriate
levels of health and support services and continuity of care, through ongoing assessment of the
client’s and other key family members’ needs and personal support systems. Medical case
management includes the provision of treatment adherence counseling to ensure readiness for,
and adherence to, complex HIV/AIDS treatments. Key activities include (1) initial assessment
of service needs; (2) development of a comprehensive, individualized service plan;

(3) coordination of services required to implement the plan; (4) client monitoring to assess the
efficacy of the plan; and (5) periodic re-evaluation and adaptation of the plan as necessary over
the life of the client. It includes client-specific advocacy and/or review of utilization of services.
This includes all types of case management including face-to-face, phone contact, and any other
forms of communication.

Medical nutrition

therapy
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Provided by a licensed registered dietitian outside of a primary care visit and includes the
provision of nutritional supplements. Medical nutrition therapy provided by someone other than
a licensed/registered dietitian should be recorded under psychosocial support services.

Medical

transportation

services

Conveyance services provided, directly or through voucher, to a client so that he or she may
access health care services.

Medicare A health insurance program for people 65 years of age and older, some disabled people
under

65 years of age, and people with End-Stage Renal Disease (permanent kidney failure treated
with dialysis or a transplant).

Mental health

services

Psychological and psychiatric treatment and counseling services, for individuals with a
diagnosed mental illness, conducted in a group or individual setting, and provided by a mental
health professional licensed or authorized within the State to render such services. This typically
includes psychiatrists, psychologists, and licensed clinical social workers.

Monotherapy The use of only one antiretroviral drug to reduce the amount of detectable HIV.
More than one race An individual who identifies with more than one racial category.

Mother with/at risk

for HIV infection

(perinatal

transmission)

Transmission of disease from mother to child during pregnancy.

MSM Men who have sex with men—Men who report sexual contact with other men (i.e.,
homosexual

contact) and men who report sexual contact with both men and women (i.e., bisexual contact).
40 2007 Instructions for the Ryan White HIV/AIDS Program Data Report

Native Hawaiian or

Other Pacific

Islander

An individual having origins in any of the original peoples of Hawaii, Guam, Samoa, or other
Pacific Islands.

New clients Individuals who received services from a provider for the first time ever during this
reporting

period. Individuals who returned for care after an extended absence are not considered to be
new unless past records of their care are not available.

Non-permanent Includes individuals who are homeless, as well as transient or in transitional
housing. Homeless

includes shelters, vehicles, the streets, or other places not intended as a regular accommodation
for sleeping. Transitional housing includes any stable but temporary living arrangement,
regardless of whether or not it is part of a formal program.

Ol Opportunistic infection—An infection or cancer that occurs in individuals with weak immune
systems due to AIDS, cancer, or immunosuppressive drugs such as corticosteroids or
chemotherapy. Kaposi’s Sarcoma (KS), pneumocystis pneumonia (PCP), toxoplasmosis, and
cytomegalovirus are all examples of opportunistic infections.

OMB Office of Management and Budget—The office within the executive branch of the Federal
Government, which prepares the President’s annual budget, develops the Federal Government’s
fiscal program, oversees administration of the budget, and reviews Government regulations.
Oral health care Includes diagnostic, preventive, and therapeutic services provided by general
dental
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practitioners, dental specialists, dental hygienists and auxiliaries, and other trained primary care
providers.

Other communitybased

service

organization

Includes non-hospital-based organizations, AIDS service and volunteer organizations, private
non-profit social service and mental health organizations, hospice programs (home and
residential), home health care agencies, rehabilitation programs, substance abuse treatment
programs, case management agencies, and mental health care providers.

Outpatient setting A hospital, clinic, medical office, or other place where clients receive health
care services, but

do not stay overnight.

Outpatient/

ambulatory medical

care

Includes the provision of professional diagnostic and therapeutic services rendered by a
physician, physician's assistant, clinical nurse specialist, or nurse practitioner in an outpatient
setting. Settings include clinics, medical offices, and mobile vans where clients generally do not
stay overnight. Emergency room services are not outpatient settings. Services include diagnostic
testing, early intervention and risk assessment, preventive care and screening, practitioner
examination, medical history taking, diagnosis and treatment of common physical and mental
conditions, prescribing and managing medication therapy, education and counseling on health
issues, well-baby care, continuing care and management of chronic conditions, and referral to
and provision of specialty care (includes all medical subspecialties). Primary medical care for
the treatment of HIV infection includes the provision of care that is consistent with the Public
Health Service’s guidelines. Such care must include access to antiretroviral and other drug
therapies, including prophylaxis and treatment of opportunistic infections and combination
antiretroviral therapies. NOTE: Early Intervention Services provided by Ryan White Part C
and Part D Programs should be included here under Outpatient/ambulatory medical care.
2007 Instructions for the Ryan White HIV/AIDS Program Data Report 41

Outreach services Programs that have as their principal purpose identification of people with
unknown HIV

disease or those who know their status (i.e., case finding), so that they may become aware of,
and may be enrolled in care and treatment services. Outreach services do not include HIV
counseling and testing or HIV prevention education. These services may target high-risk
communities or individuals. Outreach programs must be planned and delivered in coordination
with local HIV prevention outreach programs to avoid duplication of effort; be targeted to
populations known through local epidemiologic data to be at disproportionate risk for HIV
infection; be conducted at times and in places where there is a high probability that individuals
with HIV infection will be reached; and be designed with quantified program reporting that will
accommodate local effectiveness evaluation.

Outside the EIS

program

A referral made to a provider that (1) is not part of the grantee organization; (2) does not have a
contractual relationship with the grantee; and (3) does not receive reimbursement from the Part
C grantee or its parent organization.

Part A The part of the Ryan White HIV/AIDS Program that provides direct financial assistance to
designated EMAS/TGAs that have been the most severely affected by the HIV epidemic. The
purpose of these funds is to deliver or enhance HIV-related: (1) outpatient and ambulatory
health and support services, including case management and comprehensive treatment services
for individuals and families with HIV disease; and (2) inpatient case management services that
prevent unnecessary hospitalization or that expedite discharge, when medically appropriate,
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from inpatient facilities.

Part B The part of the Ryan White HIV/AIDS Program that authorizes the distribution of Federal
funds

to States and Territories to improve the quality, availability, and organization of health care and
support services for individuals with HIV disease and their families. The Ryan White
HIV/AIDS Program emphasizes that such care and support is part of a continuum of care in
which all the needs of individuals with HIV disease and their families are coordinated. The
funds are distributed among States and Territories based, in part, on the number of AIDS cases
in each State (or Territory) as a proportion of the number of AIDS cases reported in the entire
United States.

Part C The part of the Ryan White HIV/AIDS Program that provides support for early
intervention

services, including preventive, diagnostic, and therapeutic services for HIV/AIDS clients. This
support includes a continuum of comprehensive primary health care, referrals for specialty care,
counseling and testing, outreach, case management, and eligibility assistance.

Part D The part of the Ryan White HIV/AIDS Program that supports coordinated services for
women,

infants, children, and youth with HIV disease and their affected family members. The
Adolescent Initiative is a separate grant under the Part D program that is aimed at identifying
adolescents who are HIV-positive and enrolling them in care.

Partner Notification A service provided by a clinician in your program to notify the partner of a
client of possible

exposure to HIV. (Check State and local laws for specific requirements.) It is not the number of
individuals who tested positive for HIV antibodies and offered partners’ names for notification,
nor is it the number of individuals who came to your program because of a referral by a partner
notification service.

Pediatric

developmental

assessment and

early intervention

services

The provision of professional early interventions by physicians, developmental psychologists,
educators, and others in the psychosocial and intellectual development of infants and children.
These services involve the assessment of an infant’s or a child’s developmental status and needs
in relation to the involvement with the education system, including early assessment of
educational intervention services. It includes comprehensive assessment of infants and children,
taking into account the effects of chronic conditions associated with HIV, drug exposure, and
other factors. Provision of information about access to Head Start services, appropriate
educational settings for HIV-affected clients, and education/assistance to schools should also be
reported in this category.

42 2007 Instructions for the Ryan White HIVV/AIDS Program Data Report

Permanency

planning

The provision of services to help clients/families make decisions about the placement and care
of minor children after the parents/caregivers are deceased or are no longer able to care for
them.

Permanent housing Includes apartments, houses, foster homes, long-term residences, and boarding
homes, as long

as they are not time limited.

PHSA Public Health Service Act.

Planning or

evaluation
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The systematic collection of information about the characteristics, activities, and outcomes of
services or programs to assess the extent to which objectives have been achieved, needed
improvements have been identified, and/or decisions about future programming have been
made.

PLWHA coalition People living with HIV/AIDS coalition—Organizations of people living with
HIV/AIDS that

provide support services to individuals and families infected with and/or affected by HIV and
AIDS.

Primary health care

service

Any preventive, diagnostic, or therapeutic health service received on an outpatient basis by a
client who is HIV-positive. Examples include medical, subspecialty care, dental, nutrition,
mental health or substance abuse treatment, medical case management, and pharmacy services;
radiology, laboratory, and other tests used for diagnosis and treatment planning; and counseling
and testing.

Private health

insurance

Health insurance plans such as Blue Cross/Shield, Kaiser Permanente, Aetna, etc.

Private, for-profit

ownership

The organization is owned and operated by a private entity, even though the organization may
receive government funding. A privately owned hospital is an example of a private, for-profit
organization.

Private, nonprofit

(not faith-based)

The organization is owned and operated by a private, not-for-profit, non-religious-based entity,
such as a non-profit health clinic.

Prophylaxis Treatment to prevent the onset of a particular disease (primary prophylaxis) or
recurrence of

symptoms in an existing infection that has been brought under control (secondary prophylaxis).
Provider agency/

service provider

The agency that provides direct services to clients (and their families) and is funded by the Ryan
White HIV/AIDS Program. Services may be funded through one or more Federal Ryan White
HIV/AIDS Program grants, or through subcontract(s) with official Ryan White HIV/AIDS
Program grantees. A provider may also be a grantee such as in Parts C and D.

Psychosocial

support services

The provision of support and counseling activities, child abuse and neglect counseling, HIV
support groups, pastoral care, caregiver support, and bereavement counseling. Includes nutrition
counseling provided by a non-registered dietitian but excludes the provision of nutritional
supplements.

Public/Federal

ownership

The organization is funded and operated by the Federal Government. An example is a Federal
agency.

Public/local

ownership

The organization is funded and operated by a local government entity. An example is a city
health department.

Public/State

ownership
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The organization is funded and operated by a State government entity. An example is a State
health department.

Publicly funded

community health

center

Includes community health centers, migrant health centers, rural health centers, and homeless
health care centers.

Publicly funded

community mental

health center

A community-based agency, funded by local, state, or Federal funds, that provides mental
health services to low income people.

2007 Instructions for the Ryan White HIV/AIDS Program Data Report 43

Quality management A systematic process with identified leadership, accountability, and
dedicated resources that

uses data and measurable outcomes to determine progress toward relevant, evidence-based
benchmarks. Quality management programs should also focus on linkages, efficiencies, and
provider and client expectations in addressing outcome improvement and be adaptive to change.
The process is continuous and should fit within the framework of other program quality
assurance and quality improvement activities, such as JCAHO and Medicaid. Data collected as
part of this process should be fed back into the quality management process to assure that goals
are accomplished and improved outcomes are realized.

Referral for health

care/supportive

services

The act of directing a client to a service in person or through telephone, written, or other type of
communication. Referrals may be made within the non-medical case management system by
professional case managers, informally through support staff, or as part of an outreach program.
Referrals for health

services

The act of directing a client who is HIVV-positive to a health service not available within an EIS
program. For the purposes of Part C data reporting, the process of making a referral is
independent of the health service provided, and does not require evidence that the client actually
received the service for which he or she was referred. However, if the service that the client is
being referred for is paid for by the EIS program, then the cost of providing referral services
should be reported. Part C funds can be used to pay for the costs associated with making the
referral, as well as to pay for the services for which the client was referred. The referrals
reported by Part C programs should be referrals for health services provided outside of the EIS
program. Case management and other referrals for social or support services should not be
reported in the Referrals section, nor should they be factored into the cost of providing referral
services. Examples of health services for which clients may be referred outside of the EIS
program include primary health care or specialty health services, any diagnostic health services
such as radiology, lab tests, mental health evaluations, biopsies, and so forth.

Rehabilitation

services

Services provided by a licensed or authorized professional in accordance with an individualized
plan of care intended to improve or maintain a client’s quality of life and optimal capacity for
self-care. Services include physical and occupational therapy, speech pathology, and low-vision
training.

Reporting period A calendar year, January 1 through December 31 of the reporting year. The
reporting period

may be shorter than a year if a provider agency did not receive Ryan White HIVV/AIDS Program
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funding for an entire calendar year.

Reporting scope Scope 01 is the reporting scope for providers reporting ELIGIBLE services.
Under the

ELIGIBLE reporting scope, clients receiving any service eligible for Ryan White Parts A, B, C,
and D funding are included in the report even if the service was not paid for with Ryan White
Parts A, B, C, and D funds. This reporting scope is preferred by HRSA.

Code 02 is the reporting scope for providers reporting FUNDED clients. Under the FUNDED
scope, only clients receiving services paid for exclusively with Ryan White A, B, C, and D
funds are included in the report. Typically, this is a subset of the eligible reporting scope.
Providers using the funded-only reporting scope must have an adequate mechanism for tracking
clients and services by funding stream and have secured prior approval from their grantee in
consultation with HRSA.

Respite care The provision of community or home-based, non-medical assistance designed to
relieve

the primary caregiver responsible for providing day-to-day care of a client with HIV/AIDS.
Retrovirus A type of virus that, when not infecting a cell, stores its genetic information on a
single-stranded

RNA molecule instead of the more usual double-stranded DNA. HIV is an example of a
retrovirus. After a retrovirus penetrates a cell, it constructs a DNA version of its genes using a
special enzyme, reverse transcriptase. This DNA then becomes part of the cell’s genetic
material.

44 2007 Instructions for the Ryan White HIVV/AIDS Program Data Report

Risk factor or risk

behavior/exposure

category

Behavior or other factor that places an individual at risk for disease. For HIV/AIDS, this
includes such factors as male-to-male sexual contact, injection drug use, and commercial sex
work.

Ryan White HIV/AIDS

Program

The Ryan White HIV/AIDS Treatment Modernization Act of 2006—The Federal legislation
created to address the health care and service needs of people living with HIV/AIDS (PLWHA)
disease and their families in the United States and its Territories. The newly enacted law
changes how Ryan White funds can be used, with an emphasis on providing life-saving and
lifeextending

services for people living with HIV/AIDS.

Section 330 of PHSA Supports the development and operation of community health centers that
provide preventive

and primary health care services, supplemental health and support services, and environmental
health services to medically underserved areas/populations.

Self-pay A client pays out of pocket for the majority of his or her health care costs.

Solo/group private

medical practice

Includes all health and health-related private non-profit practitioners and practice groups.

SPNS Special Projects of National Significance—A health services demonstration, research, and
evaluation program funded under Part F of the Ryan White HIV/AIDS Program. SPNS projects
are awarded competitively.

STI Sexually transmitted infection—Infections spread by the transfer of organisms from person to
person during sexual contact.

Substance abuse

services-residential

The provision of treatment to address substance abuse problems (including alcohol and/or legal
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and illegal drugs) in a residential health service setting (short-term).

Substance abuse

services—outpatient

The provision of medical or other treatment and/or counseling to address substance abuse
problems (i.e., alcohol and/or legal and illegal drugs) in an outpatient setting, rendered by a
physician or under the supervision of a physician, or by other qualified personnel.

Substance abuse

treatment center

An agency that focuses on the delivery of substance abuse treatment services.

Target population A population to be reached through some action or intervention; may refer to
groups with

specific demographic or geographic characteristics.

Taxpayer ID # The unique nine-digit number issued to an organization or agency by the Internal
Revenue

Service for use in connection with filing requirements. This may be the same as your Employer
Identification Number (EIN).

TB skin test (PPD

Mantoux)

The abbreviation for purified protein derivative (PPD), a substance used in intradermal testing
for tuberculosis.

Technical assistance

or TA

The identification of need for and delivery of practical program and technical support to the
Ryan White HIV/AIDS Program community. TA should assist grantees, planning bodies, and
affected communities in designing, implementing, and evaluating Ryan White HIV/AIDS
Program supported planning and primary care service delivery systems.

Total client-months A calculation obtained by adding together the number of months that a
premium, deductible, or

co-pay was made for each unduplicated client. (e.g., If an agency pays the premiums for Client
A’s insurance for 12 months and Client B’s insurance for 8 months, the total client-months
equals 20 months.)

Transgender An individual who exhibits the appearance and behavioral characteristics of the
opposite sex.

Transmission

category

A grouping of disease exposure and infection routes. In relation to HIV disease, exposure
groupings include injection drug use, men who have sex with men, heterosexual contact,
perinatal transmission, etc.

2007 Instructions for the Ryan White HIV/AIDS Program Data Report 45

Treatment adherence

counseling

Provision of counseling or special programs to ensure readiness for, and adherence to, complex
HIV/AIDS treatments by non-medical personnel outside of the medical case management and
clinical setting.

Unduplicated client

count

An accounting of clients in which a single individual is counted only once. For providers with
multiple sites, a client is only counted once, even if he or she receives services at more than one
of the providers’ sites.

URN Unique record number—A nine-digit encrypted record number following HRSA’s URN
specifications that distinguishes the client from all other clients and that is the same for the
client across all provider settings. The URN is constructed using the first letter of the first name,
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the third letter of the first name (if blank use middle initial, if no middle initial use ‘9°), first
letter of the last name, third letter of the last name (if blank, use ‘9’), month of birth, day of
birth, and gender code. This string is then encrypted using a HRSA-supplied algorithm that can
be incorporated into the provider’s data collection system.

VA facility Any facility funded through the Veterans Administration.

Viral load test A test that measures the quantity of HIV RNA in the blood. Results are expressed
as the number

of copies per milliliter of blood plasma. This test is employed as a predictor of disease
progression.

White (not Hispanic) An individual having origins in any of the original peoples of Europe, the
Middle East, or North

Africa, but not of Hispanic ethnicity.
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